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WHITE PLAINS ADULT EDUCATION 
ADULT BASIC EDUCATION 
ROCHAHBEAU SCHOOL 
WHITE PLAINS, N.Y. 

ADULT BASIC EDUCATION 
STAFF - HANDBOOK 
INTRODUCTION 

This handbook, although primarily beneficial to new staff 
members, should be of help and guidance for the total staff. It 
includes most procedures, rules, and benefits that are universal in 

t 

tho school system or unique to Adult Education. It will be revised 
as revisions are needed and are issued. 

A. Substitutes.... 

In order to facilitate the smooth running of tho 
classroom see p. 37 - 40 , 44-46 

B. Operating Teacher Staff 

This book should serve as a reference source for new 
and old information 

C. Clerical Staff 

For additional information, see p. 100, 126 
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Continuous Revision 
ox 

Handbook 



1* Additions 

Future additions shall be typed and distributed to you for 
piaoement into your handbooks* As an addition to an existing 
polioy, the new sheet shall be plaoed beneath the existing policy 
and posted alphabetically* 

Example: An additional teachers' organization has been 
recommended for listing* It is to bo plaoed in area designated 
‘'Professional Organisations" on page 10* The new addition shall be 
numbered page ioA ar, d to follow in numerical order* 

2* Revisions »*•*• 

Revised polioies shall tnko precedent over former existing 
polioiea* The outdated polioy otc.temunt shall be disoarded and 
replaoed by the revised policy* The revised polioy shall be identified 
by the same page number, job number, etc* 
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UMTE PUX '.j ADULT EDUCATION CENTER 
ADULT BASIC EDUCATION 

September 2, 1970 



1. To nil members of the ABE Staff. 

The oombinecl efforts of many people Lave coatri bated, to the out- 
standing eduoational program that now exists. It is a result of six 
years of efforts to evolve a high intensity instructional program for 
adult illiterates. The State and Federal Bureaus v-hioli analyze the 
quality of all programs have with increasing frequency indioated that 
they are quite pleased with the results of this program. Their sat- 
isfaction has boon demonstrated by the oontinuous inoreaoe in funds whioli 
we have been receiving over the past 6 years. 

The six year record is impressive when the totals are inspected. 

Total enrolled students 4|335 with a 1 6$ drop-out record. The average 
reading gain for 10 weeks of instruction is 7 months, arid the averaged 
arithmetic gain for the same poriod is 3 months. The number of adults 
who aolueved goals for whio’i they wore not educationally qualified for 
when they first enrolled is impressive as listed below. 



A. Earned 6th grade equivalenoy . ..250 

B. Earned Oth grad® equivalency ................. 353 

C. Enrollde high Sohool Classes 100 

D. Graduated frert Vocational Program 93 

E. Eligible to enroll in HOT Frograu 44 

F. Enrolled in Private Vocational Program 29 



G. Employed as a direot result of upgrading 87 

956 

The ABE Program has grown from two day olc.se es and fivo evening 
olasses in 1964! to t went —three day classes and fourteen evening olasses 
at the present tine. The ourrent student enrollment is 537* The 
program operates day olasses 5 days per week and evening classes three 
evenings per week year round. As contrasted to tie Fublio Day school 
program with 133 school day per yonrj the ABS Program operates 238 school 
days. 

2. I know that the Direotor of Adult Education joins me in heartily 

co!,i/ .lending the efforts of all who have enabled so ; .any adults attain 
the goals for which they have strived so diligently. 

Elliot Lethbridge 

Assistant Director of 
Adult Education for 
Adult Basic Education. 
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WHITS PLAINS ADULT EDUCATION CQITETI 
ADULT BASIC EDUCATION 

August 14 r 1970 

It ie a result of six years of efforts to evolve a high integrity 
instructional program for adult illiterates* The State and Federal 
Bureaus which analyse the quality of all programs have with increasing 
freguenoy indicated that they are quite pleased with the results of this 
program Their satisfaction has been demonstrated by the oontinious 
inorease in funds whio’i we have been reoeiving over the past 6 years. 

The six year reoord is impressive when the totals are inspeoted. 
Total enrolled students 4,885 with a 16$ drop-out record* The average 
reading gain for 10 weeks of instruction is 7 months, and the averaged 
arithmetic gain for the same period is 8 months. The number of adults 
who aohieved goals for which they were not educationally qualified for 
when they first enrolled is impressive as listed below* 



A* Earned 6th grade equivalenoy 250 

B. Earned 8th grade equivalenoy 353 

C. Enrolled H igh Sohool Classes..... 100 

D. Graduated from Vocational Program 93 

E* Eligible to enroll in KDT Program 44 

F* Enrolled in Private Vooe.tional Program 29 



0. Employed as a direct result of upgrading ,,,, 87 

956 

The ABE Program has grown from two day olasses and five evening olasses 
in 1964{ to twenty-three day olasses and fourteen evening olasses at the 
present time* The current student enrollment is 537* The program operates 
day olasses 5 days per week and evening olasses three evenings per week 
year round. As contrasted to the public Day school program with 133 sohool 
days per year; the ABE Program operates 238 sohool days 
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OVERVIEW 

OF 

ADULT BAblO KMJCWIIOW 

Why A. D.E. ? 

The struggle against illitereoy is as old as civilization's beginning. 
Today, the wealthiest country in history, and the most advanoed technologically 
finds itself involved in a massive attaok on adult illiteracy. As a nation, 
we have been moved by the sudden awareness that 25 million of our adult 
oitizons ore funotionally illiterate — unable to read or write above the eighth 
grade level. American thinking has been reshaped into a growing concern about 
the widespread exietenoe of poverty in the midst of our affluent society. 
Increasingly, our foous is upon the costly social ills which poverty breeds. 

We are reoognizing that poverty, ignoranoe, and laok of economic independence 
constitute the greatest threats to the continued groi/th and strength of the 
nation. The olear relationship between poverty, welfare costs, unemployment, 
and low educational attainment could no longer be ignored. 

A <luantitative aspeot of illiteracy as it relates to our own community 
served to underscore the magnitude of the dilemma. The United Lt.-tes Census 
of Population for I960 oited that in Westchester County there were 46,957 
individuals twenty-five years of age and over, who had completed six years 
or less of formal education. Listed for the City of White Plains were 3,216 
adults in the same category. It was clear that no community could afford 
this sheer waste of hitman potential. 

There is a positive relationship between illiteraoy and low inoome. 

With certain exceptions, this is true of the 320 students currently in the 
Adult Basic Education Program. Of these students, approximately 126 are 
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recipients of publio welfare. Many students have had unsatisfactory 
experiences in dealing with sooial institutions * The schools they attended 
as ohildren were in large measure inadequate. The long lineB they join 
to get medioal and dental care* or to obtain surplus food have served to 
reinforoe their ovfn frustration and sense of inadequacy. Long-range 
planning is outside of their experience as they tend to live from day-to- 
day. The daily living requirements are the problems of survival in an 
environment where housing, neighborhood atmosphere and safety are less 
than these adults would wish for themselves and their families. The very 
real force of illiteracy thrusts them into a seldom broken oyole of 
grinding poverty. 

JJooausG of his sooial eoonomio deprivation, the disadvantaged adult 
has been rejeoted from the main stream of Amerioan life. For deoades 
he ha3 not contributed to the oommunity because he believed he could 
not, and worse, because he was not asked to. With a real sense of 
finality, he forsees no way out of a setting where there is little hope. 

His self-confidenoe destroyed, frustration and sullen anger govern the 
adult who sees himself in the mirror of sooiety as a rejeotod non- 
oontributing individual* 

As there is a relationship to illiteracy and low sooio-eoonomio 
status, there is a similar relationship between the elimination of 
illiteracy and entranoe into the affluent sooiety. Enrollment in an 
Adult Basie Eduoation Class constitutes a giant first step toward the 
restoration of the under aohieving adults own image of himself. As he 
attends olass with other adults who read as inefficiently as himself, 
he will slowly perceive that this experience is an opportunity to 
rejoin sooiety. This step can contribute toward hi^ dwpf confidence as 
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he finds himsolf acquiring tho skills in reading that he -as long felt at, 
would die without attaining Suooessful experiences are built into the 
Adult Basio Eduoation. i.rogrrjn as demonstrated by tin. over 2,600 adults 
who have participated during the past five yenrs* 



When ■■ AjBjE? 



Ernest B* White, the late Direotor of the White Plains Adult Education 
Program, took the first steps* He sought and reoeived the approval of the 
Superintendent of Aohools and the support of the Board of Education to 
explore souroes of available funds* The State Eduoation Department through 
its offioe of Basio Continuing Education provided guidanoe on available 
prooodures for funding and operating an eduoational program for adult 
illiterates* The Adult Eduoation Program oreated a olose working relation™ 
ship with the looal offioe of the Westohester County Department of Family 
and Child Welfare* This department identified , counseled and the referred 
undereducated welfare olients to the Adult Eduoation Guidance Staff* On 
July 6f 1964 • a pilot eight -week eduoational project was started viith 
four day olasses for under eduoated adults* On the basis of demonstrated 
attendanoe and the gain in reading rate and arithmetic skills measured 
on achievement tests , it was oonoluded that Basio Eduoation for Adults 
was both feasible and of value* 

As the number of olasses increased, the growing need for supervision 
of this phase of the Adult Eduoation Program ima met by the appointment 
of Elliot Lethbridge as Assistant Direotor for Adult Basio Education 
effective July, 19^5* The program has expanded its eduoational service 
to its present level of nineteen olasses for Adult Basio Education* They 
consist of sixteen day olasses • two Learning Laboratories, and seven 
evening olasses whioh meet at the Adult Eduoation Center, and three 
evening olasseB at the Westohester County Penitentiary* One class in 
High School Equivalenoy preparation is operated evenings as a speoial 
Pilot Projeot at the Penitentiary* 
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With the premise that education was the obvious answer to illiteracy, it 
was concluded that the intensity and scope of the solution would require large 
expenditures in time, talent and money. This conclusion preoipitated discussions 
and planning among the educational and community leaders. An awareness grew 
that the full resources of government at all levels - local, state and federal - 
would have to be mastered in order to initiate and support an effective attack 
upon adult illiteracy. 

Early in 1964 the Congress of the United States Legislated a massive 
attack on poverty. Rinds to expand Adult Basic Education Programs were made 
available to local communities under the Economic Opportunity Act Title II*-B. 
Application were filed to secure funds which would pay the total cost of all 
the expenses required to operate day and evening classes at the White Plains 
Adult Education Center. 

Present - A_.B. E. 

In the past five years this program has issued 44# sixth grade certificates 
and 21? eighth grade certificates. Of these graduates, 87 have qualified for 
job training in MDT, and 84 others have recieved their High School Diploma. 

Test results shew that day students who attend class twenty hours of in- 
struction each week progress in reading at the rate of 5.1 per two hundred hours • 
of instruction in 8j weeks. Test results for evening classes, meeting nine hours 
per week for two hundred hours or 18 weeks show average student gain in reading 
of 4i> months. This gain is meaningful when compared to the one year that the 
average sixth grade student in a day schools progress during approximately 
three hundred hours of reading instruction per year, the adult in this setting 
learns at a rate about two and a half times as fast. 
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LINE 

ORGANIZATION 0? WHITE PLAINS 
ADULT BASIC EDUCATION 
PROGRAM 



1. fead s£ gaaa£tea> 

The Board of Education acts as a legislative body in the determination 

\ , 

of general policies for the control, Cooperation! and maintenance of the publio 
schools. The execution of these policies ie the responsibility of the 
Superintendent of Schools. Complete and final control, within the limits of 
New Toxic State Laws, of all matters pertaining to the publio educational 
system of the City of White Flains is vested in the Board of Education. 

2. Superintendent o£ Schools . 

The Superintendent of Schools is the chief advisory and executive 
officer of the Board of Education. Ke exercises general supervision over all 
the public schools of the City and over all personnel of the school system. 

3. fiteggfcgg st BAire^ipn* 

The Director of Adult Education ie responsible for the Administration 
and supervision of the Adult Education School. 

k. Assist ant pirector-Adult Basic Education . 

The Assistant Director - Adult Basic Education exercises administrative 
and supervisory functions within the basio education cohool. He is responsible 
for the control and for all records and reports of ths school. 

5. Su perv isor y §£&££> 

Tile Supervisory Staff - Adult Basio Education is responsible for 
direot supervision of staff in their area of specialisation. 
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6. laaahaa* 

Teachers serve tinder the overall authority o f the Superintendent, 
Direotor and the direot supervision of the Assistant Director of Adult Education. 
Speoifio assignments are determined by the Assistant Director, All teaohers 
and resource personnel are subjeot to the authority of the Assistant Direotor - 
Adult Basic Education. 

7« Seorrttnrlftl ghatoees . 

Secretarial and clerical personnel are responsible to the particular 
staff member to who they are assigned. 
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PROFESSIONAL ORGANIZATIONS 



) 

1. White Plains Teacher 1 s Association * 

The object of the White Plains Teacher's Association 1 b to cooperate 
with other educational organizations , to promote educational opportunity for 
the pupils in the White Plains Public Schools* and to promote the educational 
and general welfare of the teachers of White Plains. 

2, Westchester County Te acher's A ssociation . 

The object of this Association is to afford the members of the teaching 
profession in WestcheBter County an opportunity of expressing a united voice in 
County and state politics and a concerted effort in improving salaries and 
fringe benefits. ItB office is at 11 Court Street, White Plains. 

} 3* The New York State Teacher's Association. 

The New York State Teacher's Association develops and maintains a 
professional outlook and is concerned about the financial support for the 
schools in New York. 

4> Nat iona l Edu cation Association . 

The National Education Association represents educators in all 50 
states, territories, and government installations. A major responsibility is 
working with legislators on a federal level in support of education on a 
national level. In addition to its aggressive political role, major benefits 
are available to its members. 



STAFF BENEFITS 



1. The White Plains Teacher^ Federal Credit Union . 

A. Membership : Membership will be limited to A.B.E teachers and 
office workers employed by the Board of Education in White Plains, members of 
their immediate families, and any organization of such persons. 

B. Shares: A minimum of $5.00 for the first share plu3 a .25 entrance 
fee is necessary to become a member. Single accounts may reach $10,000.00 
while joint accounts may reach a maximum of $20,000.00. 

C. D ividends : Are paid on shares on deposit as of December 31 of any 

year. Money deposited by the fifth day of any month earns interest for the 
entire month and 5^/6 dividend has been paid for each of the last three years. 

The treasurer is bonded. The books are audited quarterly by the supervisory 
committee and examined annually by a Federal Examiner. 

D. L oans : The rate of interest on loans is 3/4 of 1$ per month on the 
unpaid balance. The rate is l£ per month on the unpaid balance for other types 
of loans, At no expense to the borrower, death to age 70 and disability to age 
60 insurance covering the amount of the outstanding loan is in force on all loans. 

E. Loan Applications : The Credit Committee acts on all loan applications 
Up to $750.00 may be borrowed on a personal signature. Over $750.00 requires 

a co-signer unless the money is to be used to purchase a car. Average car 
loan is now $3500.00. Since 1930 mere than $3,000,000.00 has loaned without a 
single cent lost. 

F. P ayroll Pedu9tl_on» Is available for anyone who wishes to either 
repay a loan or start systematic savings. 

2. insu rance . 

A $500.00 ”tem ,t life insurance has been created automatically through 
membei’ftiip in the WWt© Pialns Teaeher'o Association. 



STAFF BENEFITS con't. 



3. Legal Fund . 

The White Plains Teacher's Association has created a fund to reimburse 
a member in good standing for legal expenses incurred in the performance of his 
duty or legal counsel necessary for group action. 

4. Social Security . 

Every staff member should obtain complete information about retirement 
regulations so that he is certain of receiving maximum benfits. 

5. Medical I nsurance . 

There are three medical insurance plans that are offered: Extended 
Blue Cross and Blue Shield* G.H.I.* or H.I.P.. In addition* each plan offers a 
major medical policy. Information regarding individual plan benefits and fees 
may be obtained from a descriptive bulletin available for each employee. 

6. R etirement Benefits . 

Retirement membership card may be secured from the secretary. 
Contributions are made entirely by the Board of Education. Membership in 
Sooial Security is necessary. 
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"ABRIDGED'* 

CONTRACT AGREEMHJT 
Between The 

White Plains Board of Education 
and the 

White Plains Teachers' Association 



Artiole I 



Recognition 

The White Plains Teaohers* Association (hereinafter called the "Association") 
is recognized as the exolusive negotiating representative of all classroom 
teaohers | trade teaohers and guidance personnel who are employed in the adult 
education program of the City Sohool Diet riot of the City of White Plains 
(hereinafter oalled the "District"). All suoh persons are referred tS as 
"adult education staff" in this agreement. 



Article III 
Grievance Procedure 



A* Definitions 

1. A "grievance" is a olaimed violation, inisiutorprotation or 
misapplication of on expressed provision of this Agreement. 

2* An "aggrieved person" is the person or persons making the olaim. 

3. "Teacher" as used in this Article shall also refer to adult 
education staff. 

B. Purpose 

1. When a complaint oxists, the person or persons involved will take 
informal aotion to resolve the issue before instituting level one 
of the grievance procedure. 

2. The individual teaoher has the right to discuss the grievance with 
his immediate supervisor and having the griovanoc adjusted without 
intervention of the Association. Howevor, in any o«,so whore the 
aggrieved poreon raises the grievanoo with som n ono othor than his 
immediate supervisor or where the issue raises by the griovanco 
affeots a group or olase of teaohors, tho aggrieved party shall 
notify tho Association of the griovanco and tho Association shall 
be given the opportunity to bo present at such adjustment and to 
etate its viowa. 

3. Nothing heroin contained shall bo oonstrued as dopriving a 
tcachor of his rights under sootion 683 of tho General Municipal 
Law. 

C. Procedure - Time Limits 

1. Oriovanoos should bo proocssod as rapidly as possible. Time limits 
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specified gay, houovor, bo extended by mutual agreement. 

2. Parties may reduce time limits so that grievance may bo exhausted 
prior to the end of the school year. 

3. A griovanoo will bo deemed to have been waived unless presented 
within, forty-five (45) sohool days after the event or evonts on 
whioh tho grievance is based are known or should reasonably havo 
have been known by tho aggrieved person. 

4i The filing or pendoncy of any griovance under tho provisions of 

this artiolo shall in no way oporate to irapedo, delay, or interforo 
with tho right of tho Board to tako tho aotion oor.iplainM of, 
subjeot to the final dooision of tho grievanco. 

D. Procoduro - Stages 

1. Lovol Ono 

(a) If tho complaint is not resolved Informally prior to Level 
too procoduro, tho agjriovod porson may filo a written 
griovanoo with his immodiato euporior on a form available in 
sohool. 

(b) Within fivo (5) sohool days aftor tho presentation of tho 
writton griovanoo, tho immodiato euporior, or euoh porson as 
designated by him, will moot with tho aggriovod porson in an 
effort to rosolvo tho griovanoo. Tho "aggriovod" shall bo 
prosont and nay bo roprosontod by an As&ooiation Llnson 
iloprosontntivo or sooo other porson as provided in Section 
£2 of thio Artiolo. A dooision shall bo roudorod on tho 
griovanoo within five (5) sohool fleys aftor ouch mooting. 
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2. Lovol Two 

(a) If the aggrieved ie not satisfied with the disposition of his 
griovnnoo at Levol Ono, or if a decision has not been rendored 
within fivo (5) school days after tho mooting at Lovol Ono, 

ho day file tho griovanco in working with tho Suporintondont 
of Schools t with a copj to tho President of tho Association 
or his dcsignoo, within fivo (5) school days aftor tho 

dooision at Lovol Ono, or fifteen (15) school days aftor tho 

writ ton griovanoo was prosontod, whiohovor is sooner. 

(b) Within fivo ( 5 ) sohool days aftor loooipt of tho written 
griovanco by tho Suporintondont, ho or his dosignoo will moot 
with tho nggriovod person in on of fort to rosolvo it. A 
dooiBion shall bo rendered within ton (lO) school days aftor 
ho first moots on tho griovanoo. 

3* Lovol Throe 

(a) If aggriovod is disploasod with tho disposition, or no dooision 
has boon rondcrod within ten (10) days following mooting with 
tho Supoiintondont or his dosignoo, ho may filo a writton 
griovanoo with tho Prosidont of tho Aosooiation with a oopy to 
tho Suporintondont written fivo (5) sohool days aftor 
Suporintondont' s dooision or fiftoon (J5) days after first mot 
with tho Suporintondont, whiohovor is sooner. 

(b) Within fivo ( 5 ) sohool days aftor rcooiving tho written 
griovonoe, tho Association may rofor it to tho Board, with a 
oopy to tho Suporintondont. Within ton (10) sohool days, tho 



O 

ERIC 



16 



Board shall moot w th tho aggrioved porson. Tho Board shall 
rendor its decision within ton (10) days after its first mooting 
with tho griwant* 

4. Lovol Pour 

(a) If tho aggrioved is not satisfied viith tho disposition of 
his griovanco at Lovol Throo, or if no decision has Leon 
rendered within ton (10) sohool days after ho first mot with 
tho Board, ho may, within five (5) Bchool days aftor a 
dooision by tho Board, or fiftoon (15) sohool dayr aftor ho 
first mot with tho Board, whichovor is soonor, filo tho 
griovanoo with tho President of tho Assooiation with a copy 
to tho Suporintendont of SohoolB requesting tho Asejooiation 
to submit his griovanoo to arbitration* If tho Association 
dotormincs that tho griovanoo is moritorious, it may request 

. arbitration within ton (10) sohool days of tor roooipt of 
roquost by tho aggrioved by notifying tho Board and tho 
Suporintendont. 

(b) Within ton (10) days of submission to arbitration, tho Board 
and tho Association may agroo upon a mutually ooooptnbio 
arbitrator, or, thon doeignato tho Amorioan Arbitration 
Assooiation to dosignato a panel of arbitrators to fcoilitato 
tho solootion of an arbitrator* 

(o) Tho arbitrator holding olosod mootings shall issuo a written 
award not later thon thirty (30) days from tho oloso of tho 
honrings* Tho dcoioion of tho arbitrator will bo advisory to 
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the pnrtios. 

E. Rights of Tooohors to Representation 

1* No tcaohor shall suffor reprisals or professional disadvantage 
by reasons of participating in tho process of any griovanco. 

2. An aggrioved porson or porsons of his choosing shall bo presont 
at all stagos of grievance procedure. Tho Asbooiation shall 
havo tho right to bo prosont and stato its views through all 
proooduros. 
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ARTICLE IV 

Toaohor-Administration Laison 



Association raombors in tho Roohambcau Adult Center Bhall soloot a 
LaiBon Representative, who, along with such committee of throo (3) to 
five (5) members as ho may eolcct , shall moot with tho Administrator 
at least onco ovory two (2) weeks during tlio school yoar to roviow and 
discuBB local sohool problems and praotioos. Meetings may bo post- 
poned by mutual consent. (Theso teachers will bo mombors of this 
committo© for a period of ono yoar, oteggorod tori, is. Individuals may 
bo ro-olootod. ABE polioy) 

ARTICLE XIII 

P ositions in Summor end Evoning Sohool 
All oponings for Bumroor and ovoning sohool positions shall bo 
publioizod in ocoh sohool building. Toaohors who hnvo applied for ouoh 
positions shall bo notified of tho notion taken regarding thoir appli- 
cations as early os poBsiblo. 

Tho following criteria, in ordor of iuportanoo, will bo used in 
tho solcotion of sui.vaor and ovoning school porsonnol: 

1« Toaohors in tho Uhito Plains Sohool System 

2. Prior oxporionoo in summor or ovoning school 

3. Cortifioation in proforonoo to non-oortifioation 

4> Tonuro toaohors in proforonoo to non-tonuro toaohors 



ARTICLE XIV 
Teacher Evaluation 

C, Teachers will have the right, upon request, to review the contents of 

their personnel file and to make copies of documents in it. A 

teacher may have an Association representative accompany him during such review. 



ARTICLE XXII 
Protection 



A. Teachers will immediately report all cases of assault to their 
immediate supe?-visor, in working. 

B. The Board shall save harmless and protect all teachers from financial 
loss in accordance with Section 3023 of the Education Law. 



ARTICLE XXIV 

Adult Education Staff - Funded Program 

A. TThis article shall apply only te programs funded by Federal and 

State Governments, and industries and administered by the White Plains School 
District. Funded Teachers working evenings will receive pay increase with no 
fringe benefits on the dat-o of recycle for those budgets. 

B. Effective as to Daytime Funded Staff and as of the start of Manpower 
Development Training Program number 6: 

1. Within State and Federal regulations and politics and Industry 
Funded Programs every effort will be made to provide continous employment for 
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staff whoso work is satisfactory within tho budget lifo of tho specific 
programs oxcopt whoro enrollment falls ti a point whore tho program is closed. 

2» A file of all Adult Education staff will be prepared and maintained 
by tho Adult Education Administration in ordor of their dates of employment in 
thoir area of specialisation! tho longest employed placed first* In case of 
funding out books in programs f lay-offs will bo governed by sonority within tho 
speoial area whenever practical. 

3. Eaoh newly hirod Adult Education staff porson will bo plaood on 
probation for o minimun of 30 months or 2520 hours which evor comas first during 
which time ho will roceivo supervision and training r.nd evaluation of tonclior 
offootivoncss. At tho satisfactory coraplotion of tho proK-.tinnmy period he 
will bo oddod to tho bottom of tho seniority list in whioli ho has aooumulatod 
tho necessary prob. .tionary timo* This probationary poriod will bo rotroaotivo 
to Soptombor, 1964 * 

Areas in which seniority oan bo comodi 

ABE — Basio Education, Guidance 

HUT — Basio Biuoation, Auto Mechanics, Auto Body, 

PHO, Elootronios, typing, Medical, Foods, 

Porsonnol Sorvioos. 

If now arons of spooialisation c.ro oroatod, thoy will bo added to 

this list* 

4» Staff who aro on a soniority list shall not bo diemisaod oxcopt 
for roduction of work or for oauso* 

5» Any Adult Eduoation staff not cn tho soniority list may bo 
dismissod or rohirod at tho disorotion of tho Dirootor of Adult Education. 

6. A loavo of abscnco of up to ono year for maternity or for 
study at no pny may bo takon with no advanco in standing on tho soniority list. 
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7. An instructor must comploto tho oontractod time of instruction 
with his current oloss before boooming oligiblo for assignment to onothor oloss* 
Upon completion of tho ourrontly assignod oloss , tooohors on tho soniority list 
will bo givon first priority, to new olossos in their oroo of soniority* 

C. Funded Daytimo staff will roooivo six (6) paid holidays - Columbus 
Day, Veterans Day, Christmas Day, Martin Luther King, Prosidents Day and July 4* 

D» Funded Daytimo Tooohors shall bo eligible for siok benofits ooraputod 
as follows: ono day siok loavo at pay for caoh thirty (30) days worked, 
non-oumulativo, 

E* Day and Evoning Fundod Programs shall consider as days of instruction 
thoso days tho Suporintendont olosod schools for oraorgonoios, snow days or 
mourning, ©to.. Tho regular salary for that day will bo paid. 

F. Funded Daytimo staff aro oxpootod and shall bo on duty for tho 
entiro duration of tho daily rssignraont, Porsonal and oduoational oommittments 
will bo mado outoido tho daily timo poriod. Any derivation from this must bo 
by approval of tho Dirootor of Adult Eduoation* 

0* Toaohors in fundod programs will ogreo to toaoh for tho lifo of thoir 
oloss. Only loaves approved by tho Dirootor of Adult Eduoation will guarantoo 
rotum to original aBsignraont. 

H. Funded Daytimo staff will roooivo ono (l) day's loavo for porsonal 
business oaoh yoar, non-cumulr.tivo, at full pay. 

I. Fundod D^timo staff will roooivo 18.75 P or hour whon rooyolod funding 

ooours. 
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ARTICLE XXV 

ADULT EDUCATION STAFF — TIL'IITICNAL PROGRAM 



A. 1, Evory offort will bo mado to dovolop suffioiont onrollmont to 

oporoto listod olcesos. A minimum of fiftoon (15) rogist rations for 
all olassos except High School orodit courses uhero a minimum of oight 
(8) will bo roquirod to Btert olass sessions. 

* ' . * . • * * * * , V > 

2. Tho instructor will bo notifiod in advance of hin coming to school 
» if registrations o.ro not suffioiont to Btart the olass j othorwiso ho 

will bo paod for that night. 

3. A minimum avorag o attundnnoo of ten (lO) students will bo roquirod 

for a olass to bo oontinuod, oxoopt for High School orodit courses 

whoro a minimum attondanoo of fivo ( 5 ) will bo roquirod. Evory offort 
will bo mado by administration and toaohors to moot theso requirements. 

B. 1. Succoeoful toaohors in tho Adult Education program will bo invitod 

to roturn for oaoh succeeding year to tho position hold and will bo 
invitod to toaoh now coursos. Hcvr oourso positions not filled by Continuing 
Adult Education toaohors vjill bo advertised to White Plains teachers 
and priority will bo givon to qualifiod White Plains tcr.chor oandidatos. 

2. Smorgoncy oponings will bo fillod from tho available candidates. 

C. Adult Education olassoo will bo scheduled so that olassos will run 
tho plannod number of soasions oxoopt when a session falls on a holiday. 

D. Substitutes will bo solootod from oxinsting Adult Education teachers 
ifhonovor practical, 

E. Instructors will bo paid whon clasooo arc oancollod duo to inclomont 
woathor or unschodulod olosing by tho Suporintondont of Schools. 

F. Pay rato for toaohors in Traditional Program will bo $8.75 por hour 
beginning Jult 1, 1970. 
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ARTICLE XXXI 
Duration 



This agroomont shall torminato only ao to Adult Education staff 
at tho ond of any sohool yoar in which tho AsBoointion ooaoos to bo tho 
oxoluBivo nogotiativo roprosontativo of ouoh Adult Education staff. 



i 




' 24 



TEACHER ABSENCE 



Toaohoro are allowed sick lcnvo (non-accumulativo), If you nocd to 
bo absent for any reason onll bofor o A*JJ. 

Teachers should also or. 11 tho soorotary, VfH 8-3440, boforo 3 P»H» on 
tho dry they arc out to indicato whctiior they pirn on roturning tho 
following day. This enables her to inform tho oubstitutos if hor Borvicos 
will bo noedod again, 

STAFF MEETINGS 

Toachors aro oxpootod to attond all staff mootings. For this purpose 
tfodnoodrty afternoon hoe boon oxprossly sot asido. Faculty mootings nro 
onllod by tho dirootor or at tho suggestion of his supervisory staff, 

SNOW DAYS 

Along with tho announcement ovor tho radio stations, thoro is a 
tolophono fm-out whoroby certain staff tnombors aro designated to call 
others to inform thorn of tho lato oponing or tho closing of sohool 
becauso of woathor conditions. 

City Polioy oonoorning sohool oponing on storm days and staff 
attendance is as follows: 

When gonoral wcr.thor conditions make tho opening of school at tho usual timo 
hazardous tho opening will bo delayed in aocordanco with tho polioy out- 
lined bolow: 

1, Whon tho weather conditions warrant it tho Superintendent of 
Sohools will dolay tho oponing of school until 10:00 A, II, This will bo 
announced ovor stations WFAS and WOR. All porsonnol aro expected to roport 
to work. 
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2. ToaohorB and sohool scorotarics aro to arrive as soon as possible, 

"but not lator than 9*30 A* M. 

3. Students aro oxpeotod to report to sohool* 

4» Sohool custodians aro oxpeotod to bo at school at thoir regular 
time or oarlior for snow removal duties. 

5* Sohool dosing will bo at tho regular timo. 

If a storm is so bad that tho Suporiniondont of Schools dcoidos to 
oloso sohool ontiroly this information also will oomo ovor WFAS, In this 
ovont, tcaohors and studonts aro not required to go to sohool, Administrators, 
supervisors, soorotcrios and custodial workers aro oxpootod to roport to 
thoir posts ns soon r.B possiblo to do so* If after making every pcssiblo 
offort thoy cannot roport for work, tho following procedure is to bo followod: 

a, C .,11 the person designated by tho administrator nnd roport inability 
to got to work. 

b. Submit in writing to tho administrator a dotailed explanation of 
reasons for failuro to roport to work. 

This written oxp anation will bo ovaluatod to dotermeno whothor a 
doduoti on of a dtvy's pay, or a deduotion from siok lonvo will be mode. 

Prior to tho noxt payroll period notification will bo pvovidod us to whether 
tho deduction will pomo Fvt.m or>1 m*y or sink, loaw. 
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Firo Drill and Air Raid Drill Regulations 



Firo Drill find Air Raid Drill Regulations aro posted on tho door of 
oaoh classroom. Bo suro studonto aro familiar with tho prcccduro tho 
first day of sohool. Assign ono studont to lead tho olass and ono student to 
clo 80 tho door v/hon ovorono has loft tho classroom. 

Tho signal for a Firo Drill is ono long continuous gong. Signal for 
an Air Raid is 2-2-2-2. 

Bo suro to take rogistor with you. When thoro is a firo drill or an 
air raid drill, instruot tho students that they must not talk or run. 

Explain to studonts that occasionally tho exit usod by the olass is 
blockod. If this is truo, tho loador proceeds to tho noarost exit. 

State Law requires us to have 12 Firo Drills. 

POLICY R EGAR DING . FIELD TRIPS 

Tho Pr ofess ional Staff H andbook . 19^5 and tho Written. Codification 
of th o Polioi ce, . Rulo s and Regu lations for t ho Public Schools of Whit e 
Plains . 1959 . both contain tho statement : "Approval of principal: 

Any tedohor taking a group of pupils on a fiold trip off sohool grounds 
must sccuro tho approval of tho prinoiprj. in odvanco. Where this trip 
requires transportation in any vohiolo, writton pormiseion of tho 
parent or legal guardian must bo obtained in advance. " 
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LEGAL LIABILITY 



Tho most rooont ruling cn toaohor end sohocl liability regarding 
field trips v;es summarized in e lottor from James R, Sandnor, Aesooiato 
Counsel for tho Nov; York Stato Teachors Assooiation, dated May 16, 1965. 

Ho indioetod that tcaohorB are portootod by tho Board of Education 
undor Scotion 3023 of tho Eduoation Law from any financial loss arising 
out of olaims of alleged nogligonco on tho part of tho toachor whilo 
conducting a fiold-trip. This protection providos that tho Board of 
Education will 

"•••protoot all teachers, praotico or oadot tcaohorB, and membors 
of supervisory and administrative staff or employoos from financial 
loss arising out of any olaim, demand, >suit or judgment by reason of 
allogorl nogligonco or othor aot resulting in accidental bodily injury 
to ai\y porson, or aooidontal damago to proparty of any porson with- 
in or without tho school building, provided such toachur, praotico 
or cadet tcaohor, or member of tho supervisory or adminiBtrr.tivo 
staff or cmployco at tho time of tho aooidont or injury was noting 
in tho discharge of his duties within tho scope of his employment 
and /or undor tho dirootion of said board of education, trustoo, 
trustcos or board of oooporativo cduoation services. **" 

Field Trip Prooe d uro 

Fiold trips aro cf groat valuo to students. Suggostod procedures 
and regulations oro listed bolows 

1. Solcot tripB related to tho teaching program, with regard to intorest, 

ability and maturity rango of tho students. 

^ . • 

2# Discuss and clear tho trip with your supervisor# L field trip 

request form should he submitted in triplicate ono month in advance# 

3# Contact tho plaoo to ho visited# Arrangements should includo: 
a# Sotting tho timo and date of arrival# 

b# Determining kinds of experience most useful to tho class# 
c# Finding out about lunch facilities* 
d* Locato rest rooms and first aid facilities# 



4* Confirm nil pinna and arrangements "by lottor. 

5, Mako arrangements for thoso studonts who arc unablo to pay. 

6, Work out any nooossnry arrangements with othor toaohors affooted 
by tho trip, 

7, If possible oarry a small first aid kit rnd havo a list of students 
with addroBSOS and phono numbore. 

8, Booauso of liability, nlwrys travel by bus. 

9, Hark all lunohos and materials with student’s name, 

A suooossful trip will lend to a variety of aotivitios inoluding 
oral reporting, disoussiens, rosoaroh projoots, lottor writing, 
oonpnBit.ionR, map making, piotnro displays, and other trips. 
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WHITE PLAINS PUBLIC SCHOOL 
Whito Plains, Now York 

FIELD TRIP PERMIT 



Schoo l G rado Lovol 

Dostinatio n Date of Birt h 

Kind, of Transportation Timo of Dopartur o T imo of Return 



Number of Pupil B N umbor of Toaohors Nrnnbor of othor adults i 

Purpose of Trip 



Activities plcnnod to 
proparo pupils for trip 



Aotivitios "plonnod as" 
follow-up to tri p 





If. payment for trip is not to corao from 

sohool budget, plccso spooify source of funds 

Roquostcd by Dato of request 

St uf f membor in ohargo 

Approved by Prinolpa l Dr.t o approved 

Approved by Asst. Supt. Do to approved. 

Notos This form should bo mr,do in triplicate and should roaoh tho Assistant 

Suporintondont for Instruction and Curriculum three weeks in advance of 
the planned trip. Two approved copies will bo returned to the Principal. 

If a bus is requested, one approved copy should bo attached to tho requisition 
and sent to tho office of tho Asoistant Suporintondont of Administration. 

In caso of pcstponoment or cancellation, ploaso inform tho Principal Vfho 
will, in turn, inform tho Assistant Suporintondont for Administration. 
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HALL BULLETIN B0ARD3 

Each month a difforont tcaohor is GBoignod to deocrato tho bulletin board 
noarost to room 201 & 202 ohoosing a topio of his (hor) ohoioo. Student 
participation should bo onoouragod. 

CUSTODIAL SERVICES 

RoomB aro onrod for by a oustodion, Spooial jobs Bhtuld bo noted on pnpor 
and plaood in Instructional Supervisor's box. Undor no oircumstanooB aro tenohors 
to mdko diroot requosts to custodian. In oaso of dcfcctivo lights soo your 
suporvieor. 

KEYS 

Koya to cabinets end filos in your rooms or outsido your room are to bo loft 
in your box at tho ond of tho each day# At tho ond of oaoh somostor, koys aro to 
bo plaood in an cnvolopo i;ith room numbor noted and placed in Instructional 
Supervisor's box. 

AU DIO - VISUAL MATERIALS 

Toachors dociring A.V. instructional matorials should Bubmit thoir requosts 
to their suporvieor two days in rdvonoo* Arrangements will thon bo made for tho 
toaohor to piok up tho oquipment. Tho sign-up shoot is in tho Instructional 
Supervisor's offico. Films must bo used "and returned promptly. (Lab matorials 
aro not to bo interpreted as A.V. matorials.) 

DAILY BULLETINS 

Teaohors aro to oheok tho bullotin board doily above tho Bign-in desk, for 
ohonges from regular schedule and othor announcements. 

TEi.CHEd BOXES 

Boxes aro bolow teachor's namo and should bo checked three (3) times per dry,, 
upon entering school, lunch time, and bofero loaving. 
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L OST AND FCtJND 

, All nrtiolos found should bo turned into tho cffico. 

PARKING 

Parking in tho touohor's lot is by assignment only, Uso tho student's 
parking lot, Ploaso do not park in front of Rochamboau duo to tho two hour 
parking limitation and tho offioionoy of tho VJhito Plains Polioo Dopartment. 

Pleaso uso tho student's parking lot. 

LESSON PLANS 

Touchers nro oxpootod to maintain a plan book at least ono (l) day in advanoo. 
In oaso of absonoo, tho substitute will bo guidod by tho concepts and experiences 
as highlighted by the to-ohor. Plan bocks aro to bo loft, at tho ole so of each 
day, on tho sholf bolow tho sign-in shoot. Thoy aro not bo plnood in tho 
toachor's box. Plan books may bo roviewod by tho director or supervisor at any 
time. 

HOURS OF ATTEND; alCS 

Toaohors aro oxpootod to bo in thoir classrooms prior tc tho time tho class 
is scheduled to st'rt. This additional timo may bo used for preparation, oorrooting 
pr.pors, or work with individual students. 

ATTENDAN CE CARD 

Fill in student's name using Last namo in first position. Bo sure to put 
teaohor, grado and telephone number on onrd. Dates' arc taken from tho register. 

Card should have registor symbol to donot illnoss, tardiness, oto. If roason for 
absonoo is kno^m after threo days, put roa.son on back of card. Deep cards dated, 
aoc urato, and. cu rre nt. Those cards aro put in tho youngster's cumulative foldor in 
Juno. 



REGISTERS 



j 

Thoro is nlvia; s o s:\mplo register in tho Ilain Offioo vzhioh n toaohor should 
uso as a roferonoo when in doubt. 

Wo differ on a fow itoms: 

1. Undor Ilisccllanoous Column wo put student's homo phono and 
emorgonoy phono. 

2. Wo put oil RoligioUB Roloaso Timo in rod ink. 

3. Whon tho oloss goos on a fiold trip put "Ed" and an* in each ohild's 
box. At tho bottom of tho page indicate vzhoro tho clans went. 

4. Registers arc lv ndod into tho offioo inkod in on tho Landry 
following tho olono of tho wook poriod. 
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Homo Room Toaohor A ttondano.o Rogistor Responsibilities 
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I» Attondanoo Cards 

A. Initial 

1. Writo an E in tho bcx cn tho first day you goo tho studont. 

2, For lato ontrnnts, draw a lino from start of oard to E. 

B. D aily 

1» Rooord absonoo with a slash 

2» Bo oortain lato arriving s\udonts aro not raarkod absont« 

B« Uookly 

1« Rooord tho dato at tho start of oaoh wook 

2, Rooord numorioal attondanco total by wook 

3. Indioato in slash marks roason for absonoo if knovm 
4* For transfer of student, writo tjo and toaohor; s nnmo 

5. For transfor of studont, writo from and toaohor’s namo 

6. For grndunto, writo graduatod and oirolo dato 

7. Plaoo an X in any wook-dny vihon thoro is no sohool* 

8« Indioato on upper right oornor T or T <5c TH for studonts who attend 
only on thoso doys. 

II.Uso of Studont Aoticn Rooord fer Fiold Follow-up of Studont 
A. Initial Stops 

1* Assumo that sovoral fruitless phono onlls, by tho toaohor hnvo boon made 

2« In ovary instanco whoro tho attondanco oard shews four ooncooutivo 
absenoes and whoro no notation npponrs on tho rovorso sido indicating 
roason for absonoo, tho SAR card is to bo ueod by rorneving this oard fr< 
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tho homeroom filo and requesting Supportive ServiocB. 

3. 1/rite in ink in tho spe.ee for tho 4th session tho symbols S.S. on 
Attendnneo cr.rd 

4* riaco S.A.R. in tho Guidance mail box 
B. Final Stops 

1. Road tho S.A.R. card when it is plr.ood in ycur mail box 

2. Record on tho attendance cord tho data which Guidance Is to you 
ooncorning a student for whom you havo requostod a heme visit. 

*oxcoption - Students designated T or T & TH 
*oxcoption if! - Students who havo written in 
tho slash marks a reason for absence. 
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Request Forms 



NAME 



MATERIALS TAKEN FROM TFIE BCCIC ROOM 
HR,’/ 



TITLES 

1. 

2 . 

3 . 

4 . 

5 . 



TEACHERS 



NAME 

1 . 

2 . 

3 . 

4 . 

5 . 

6 . 

7 . 

8 . 

9 . 

10 . 



LEVEL 



QUANTITY 



REQUEST FCH INSTRUCTION, L II TERIALS 



ROOM PATE 

MATERIALS 



QUANTITY 
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BEGINNING AND ENDING THE SCHOOL DAY 



It is important to start each day the right way. This can be 
done with a little forethought . Certain procedures are mandatory, 
such as taking attendance. 

Planning daily activities should be both a long and short range 
project. The former should be done in these ways: 

1. Consult with your supervisor 

2. Know your teachers' editions, manuals, and basic pupil materials 

3. Review the local curriculum and audio-visual guides. 

4. Check your Plan .book and Office bulletin 
Short range planning should be -done in these ways;,. 

1. Write sufficiently detailed plans in advance for each day of 
of the week in y**r plan book 

2. Note your specific goals for groups and individuals in 
yourplan book 

3. Use your time allotment guide for a well-balanced program 

4. Whenever possible, Involve your pupils in setting up^the 
daily schodule 

At the end of the day, evaluate your achievements with 
your students 




37 



CHECK LIST FOR KEW TEACHERS 



I. Get -to know the Students 

A. Read your pupils' guidance folders for an introduction to some 
of their differences. 

B. Talk with teachers your students have had. In many cases the 
guidance counselor and the supervisor will have useful 
information for you. 

II. Get -Materials Ready 

A. Review basic texts, teacher's manuals, audio-visual information, 
local and state curriculum guides, and this handbook. 

B. Obtain materials for distribution on first day of school and as 

needed during the school year: i.e. pencils, chalk, erasers, 

notebooks, etc. 

C. Keep a record of all textbooks in your classroom: texts 

assigned to pupils and those kept on the shelves. Basic readers 
are not kept in the desks or taken home. 

D. Ask your supervisor for materials you and the class will need, 
such as a record book, plan book, desk calendar, staples, 

Scotch Tape, clipe and other supplies. 

E. Reserve the films, records, movies, science equipment and other 
supplies you will need for various units as early as possible. 
Schools have filmstrip, micro, overhead, movie and opaque 
projectors} television receivers, record players, tape recorders, 
Individual earphones and filmstrip viewers, eoloeasters, and 
controlled readers. Tom* supervisor will be glad to assist you with 
any of those. 



O 
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CHECK LIST BOR NEW TEACHERS (cont’d) 



III. Organize Your Room 

A. Partially set up centers of interest such as library, science 
news, nutheroatics, games, project, listening, painting, etc. 
for pupils to develop further. 

B . Bulletin boards catch pupils ' attention if you use colorful 
mountings and titles suitable for your grade level. 

C. Decide on storage areas for papers, hooks, completed work, work 
to be returned, etc. 

C. Set up a functional seating arrangement. 

1. Adjust placement of desks to changing purposes. 

2. Keep factors such as lighting, ventilation, view of 
blackboards, passage through the room for students and 
teacher, and space for centers of interest and reading groups 
clearly in mind. 

IV. Planning and Evalua ti ng the Work 

A. Overplan, rather than underplan. Planning will be more specific 

as you get to know your students . Make complete plans for each week, 
and long-range outline plans for months, semesters, and the jear. 

B. Plan for the class, groups, and individuals, and worthwhile 
related activities for pupils when they finsih their work . (See 
section on "Ideas for Independent Study Projects.") 

C. Vary the pacing, length of periods, and types oi activities. 

D. Put a daily schedule on the chalkboard for each session. Much of the 
schedule will be planned with the class at the end of the day 

when accompli ahmenta are evaluated. 

E. Plan for systematic review of all subjects throughout the year. 

P. Select supplementary readers on or below grade level until you iuicw 
your pupils' reading levels. Reading groups are formed 



) 



CHECK LIST FOR NEW TEACHERS (cont'd.) 



) 



during the first three weeks; your judgnsnt, informal testing, 
and past records of work and tests will help you in grouping. 

Check with yourSupervisor on any other instructional problems. 

H. Your plan book should be ready for a substitute. If you never 
need one, you are ahead I 

I. Keep information about texts, library books, instructional 
supplies, equipment, and furniture you would like to requistion 
in your plan book. 

V . Start Basic Routin e s the First Day of School 

A. Have work suggestions on the chalkboards for students when they enter 

B. Have each day's agenda on the board and plan some of the work for the 
following day with the pupils. 

C. Introduce yourself; save name taga on the desks; appoint buddies to 
help students new to the school; and learn the students' name as 
soon as possible 

D. Appoint temporary committees to attend to routine jobs for the class. 
However, each stxxlent should learn to keep his own desk in a neat 
and orderly way. 

E. Decide how the students will distribute materials, head their 
papers, and collect finished work 

P. Check with your supervisor concerning opening exercises 



VI. Be Firm .and Kind 



A. Use a quiet but forceful tone *- • 

B. Discuss cooperation, consideration, courtesy, good work habits, and the 
individual's responsibility for the group behavior. Develop a few 

) basic rules for the class with the students 
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First. Aid. e dur e a. 

i For Infor mation Only) 

In case a student is injured, he must be brought to the ABE Office 
for First Aid, if it is possible to move him. If the teacher, or whoever 
reports the accident, feels the student should not be raocec , the nurse 
goes to the scene. First Aid only is given and members of family or family 
physician are called and they are called and they are responsible for any 
further treatment which may be needed. When indicated a student may be 
taken to the emergency room of the White Plains Hospital or St. Agnes 
Hospital. The assistant director or someone he designates should accompany 
the nurse. The following treatments are guidelines. Teachers are to use 
these only if it is an emergency and/or the nurse, secretary or assistant 
director are not available, 
first. A id Trea tmen ts: 

ABRASIONS, MINOR CUTS AND SCRATCHES: Cleanse well with green soap and 

water. Dry. Apply steril dressing. 

ACCIDENTS: All accidents that involve eye injury, head injury, severe 
laceration, obvious fracture and bleeding must be accompanied to 
the health room by an adult. The student should not come alone. In 
case of a suspected back injury or any other condition that points to 
a severe injury, the student, should not, be. poyetl until a doctor or nur se 
a rrives . 

ALLEROIC REACTIONS: See insect bites 

BRUISES: Apply cold water or ice 

BLISTERS AMD HJRNS: Cleanse wound. Apply Butesin Plcrate and cover with 
steril Telfa dressing. If burns are extensive, use no ointment, Just 
cover all open lesions with steril Telfa dressing or regular gauge, 

Keep patient lying down and covered, r—t o. prev ent shock - until he can 
BE MOVED TO A HOSPITAL. 
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COLDS AND SORE THROAT: Isolate from group. Contact family and send home 

) CONVULSIONS: Do not restrain student. Attempt to remove objects nearby to 

reduce injury to him. If possible, try to gently insert a spoon or a 
firm tongue stick mouth gag into the comer of the mouth between teeth. 
Do not push it into throat. Leave air passage open. When convulsion 
ceases, loosen clothing and turn head to one side. Contact family. 
Follow through to determine whether etudent is under medical care. 

EARACHE: Send student home. Advise seeing family physician. Rest and hot 

water bottle may be used while waiting for relative or friend. 

FAINTING: Place student flat on back with head low. Apply aromatic spirits 
of ammonia to tho nostrils for inhalation. Fainting can often be 
prevented by lowering the head between the knees. 

FOREIGN BODY IN EYE: Gently wash eye with plain warm water . If persistent, 

contact parents, advise seeing family physician promptly. 

} 

FRACTURES AND SPRAINS: Place in comfortable position. Splint temporarily 

if possible. Contact home or physician if relative cannot be reached. 

FROST BITE: Warm gradually. Begin with v ery cold water and then very 

gradually increase temperature of water so as not to damage the tissue 

HEADACHES: Question as to malaise, lack of rest, eyestrain, etc. Take 

temperature. If normal, may permit student to rest with cold compress 
on head. No medication should be given by mouth. 

HEAD INJURY: Let student lie down in health room. Apply ice cap and do not 

disturb student or return him to class until seen by doctor or nurse. 

HEMORRHAGE: Lie patient down. Apply pressure over injury. If there is a 

spurting vessel, apply a tourniquet above spurting vessel. Call 
parents and physician. If hemorrhage cannot be controlled, rem ove t o 
Emergency Room. of. Hospital, at onc e. 
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HYSTERIA: Rest on cot. Cold compresses to face. Contact relative if 

necessary. 

INSECT BITES, STINGS, HIVES AND OTHER ALLERGIC REACTIONS: Apply ice. In 

event of a severe generalized anaphylactic shock, where student faints, 
has trouble breathing or developes generalized swelling of face, 
transfer student immediately to Emergenc y. Room of Hospital . Have office 
contact relative to meet you at Hospital. 

KENSTRUAL PAIN: Rest on cot with hot water bottle on abdomen. No medication 

to be given by mouth. If severe, send student home and advise seeing 
family physician for medication which student can carry in purse at 
all times. 

NOSE BLEEDS: Place student in chair with head extended backward - or place 

on cot with pillow under shoulders and neck. If necessary, compress 
point of bleeding with a cotton plug. 

STOMACH ACHE: Take temperature. If student appears ill, vomits or ha3 any 

elevation of temperature, take student home. 

VOMITIHO: Re;.*. Take temperature. If no fever, observe, otherwise call 

relative or friend and take student home. 
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SECTION II 
JOB DEFINITIONS 



LIST OP JOB DEFINITIONS 



1. GUIDANCE - DAY 

2. FIELD RECRUITER 

3. ATTENDANCE RECRUITER 

4. FIELD ATTENDANCE WORKER 

5. COMMUNITY COUNSELOR, PENITQITIARY UNIT 

6. GUIDANCE WORKER, PENITENTIARY UNIT 

7. INSTRUCTIONAL SPECIALIST, PENITENTIARY UNIT 

8. TEACHER HIGH SCHOOL EQUIVALENCY, PHIITjNTIARY UNIT 

9. LEi.RNING LABORATORY SUPERVISOR 

10. LEARNING LAEOiAATOifY INSTRUCTOR 

11. LEARNING IE.BORi.TORY Tli.CHER - ASSISTANT 

12. SUPERVISOR OF INSTRUCTION 

13. CLERK TYPIST 

14. FILE CLERK 

15. FINAL CLAIM CLERK 

16. ATTENDANCE CLERK 

17. REMEDIAL CLASS TEACHER 

18. ABE TEACHER 

19. ADMIN ISTRAT1VE ASSISTANT 

20. OFFICE ID LAGER 

21. TEACHER HIGH SCIICOL EQUIVALENCY 

22. BI - LINGUAL COUNSELOR 

23. A.B.E. FLOATING TEACHER 

24. MEDIA AIDE 



A.B.12. COUNSELOR 
FULL - TIME - DAY r;VQHAH 



Oonornl Respons i bili ty 

To holp oroato r.n environment through guidanco and counseling services , in 
which students ta ay best dovolop to tlioir fullest potential , both personally 
ond educationally, 

Speoiflo Responsibilities 

I. Conduct scheduled and "ns*' oounsoling intorviovs qs follows: 

1. Intako 

n. Extend a warm woloomo tc now onrolloo, convoying tho comfortablo, 
rocoptivo, non- judgemental, -xisting environment. Exploro with him 
his goals and aspirations, doeoribing tho nature of tho program and how 
it is dosignod tc meet his ncods. Attorapt tc< instill tho confidonoo 
needed tc undertake this renewed le rning oxporionco. 



b. Gather personal data to bo recorded on Sludnntn Rr<v>rtl Card. 

o. To offoot if.YQcdir.to ol’-ss placement, kooping preliminary touting to 
a minimum, a simple scrooning device is administered to determine 
approximate reading lovol. Tentative nrturo of placement iB explained 
tc student subjoot to subsequent test scores, class poi'fcmanco, torchor 
and looming laboratory evaluations, and Btudont porocnal roaotions. 

d« Studont io personally escorted to o Ins ere cm, introduce A to toachcr 
and ol r somatos as evidence of ncooptnnoo into the program. 

o. In inatanco whore problems arc presented which might prcoludo 
enrollment, such r.s transportation difficulties, need for day oaro 
sorviccB, otc» , counselor initiates contact with appropriate outside 
agencies for scluticn. For all welfare recipients, caseworker is 
odvioed tf olient's enrollment and needed .additional monies to cover 
ochc.ol oxpenoes. 

f# Student is enoeuragod to avail hiosolf cf counseling services. 

TT. Counseling 

A. Initial Follcw-ut 

Upon completion t? all initial testing, including St Word 
A chi (.vernon t , Wide Range and Revised Bets, teacher -iv' learning 
laboratory roaotions to tentative class pi cement, ' nt is 
Seen by counselor for purposo of reviewing this in: *ion »»ith 

him. If a chan go ha bc-on rocu.t4endod , thio is dit; d in order 
for studont to understand why and ho u this would bo beneficial 
to him. At all times, student's react ices are carefully considered 
and rcspoctod k fvw any rh- ngon are effected. 






. - .This pceting, propcnts. on. pppc.rtun,ity to appraise ptudont’s school . . 
adjustment and to cffor old it it nal support and oncciuv.gcmcnt whori needed! 

Results of this meeting aro recorded on r. spooiel Intr.ko Summary Report 
Form. 

B. Progroos Interview 

After a roosonablo ported of oxpesuro to tho instructional 
oxporicnoo, a meeting is sohcdulcd with tho student, usually following tho 
roccmincndrtien of his tc.achor, to roviow his progress in tho program. 

Areas of difficulty aro discussed in an attempt to ocok cut romediol 
measures. Preparation for possible anticipated transfers can bo introduood 
at this time, OoalB aro ro-ux-ninod in lino with tho chango in aolf imago 
which may have omorgod. 

C. Oraduaticn Interview 

As the student achieves to t!io level cf graduation, an tjiti\ivl<.w 
is arranged in which "tho next stop" oan bo dincunrod. Opportunities 
open to him in higher education or vocational training pr, grams aro reviewed. 

To off cot r. smother transition, counselor accciip.anios studort to registration 
in high ochctl pregram or directly control 8 tho veor.tlc nal training resource 
for referral. 

Student is assured cf continued support from this progr.am after lo, ving, 
and invited tc maintain centect in tho futuro. 

D. Centaot students after throo oonsecutivo clrys cf abscnco to dotermino 
causo and maintain such contact until hvpcfully resolved. Ciuneclor will 

roach out to ether scurcoo, such as referral agt**oios, for .additional information 
whon necessary. 

i 

E. Maintain ccunGolor reoerds cf student reflecting personal data 

his oduc. tif nnl status, short rnd long-term goals, progress interviews oto. 

F. Holp student identify and aolvo personal problotna which could 
inhibit cduc tir.nal pregroBO or causo torminaticn in tho program, c.g. 
transportation, child core, ook tional stress, job applications, student 
views, oto. 

id, Attendance 

Following nnanecosaful attempts by tho teacher to ccnt.-cfc tho student, 
oounsolcr will roach out to other sources, such as referral agencies, iti 
an effort to seek cut any aval la hi a inhm-tiin ctnooming tho student's 
absence before reMgning a hi oo visit tc ft Recruiter. If tho causo fer 
absonoo is at all ro?*ediat within tho scape cf tho councoler's role, sho 
will tftke whatever -.cticn is im'ln*t«l tc bring tho student b-ok tc school. 



IV. S peoicl Pro.jcotp 

A. Homor.ir.kor Training Progra m 

This io a joint cndoavor undortaken by tho Adult BcbIo Education 
Program end the Ucstohostor County Department cf Sooial Sorvioos to 
train rcoipionts of publio asoistrnoo for Community Sorvico Occupations. 
Counoolor is responsible for interviewing, toeting and torooning 
applioantB to dotormino eligibility. Onco uoooptod, ouinoolor 
conducts • orientation mooting for now enrollooa ond begins both group 
and individual intensive counseling with thorn. 

Continual oontaot with tho Department ie maintained tc report 
trainees' attendanoo and progress. Arrangomonto aro made for visits 
to tho olr.BS by roprcsor.tr tivos for tho Department when ncccsirry, 
oulminating in tho final visit when job interviews aro eonduoted. 

Summary of final a.ohiovcracnt vd job plnooraont is reported tc tho 
ABE diroctor* 

B. ID>T Students in tho boarning Lab o ratory 

Thio arrangement provides tho undcraohioving reader in tho 11DT 
Program with an oxporionco in tho Kult-Jiciin Developmental Learning 
Laboratory. 

Upon roforrnl from tlio 1IDT Counsolor, ABE Counsolor arranges for 
Stanford Achievement Tooting end, based upon attained lovol , designates 
a opcoiflo blook of timo during whioh IIDT etudonts will ettond tho 
Laboratory. Students readiness is oroatokl in terms of tho value of this 
oxpcricnoo to him. ProgroBa of students io reported at regular intervals. 

V. Community Agon 07 Relationships 



A. Establishes positive working relationships with iofcrro.1 agencies 
by maintaining frequent omtaots to report progress of students and 
prevido othor ncoescaiy requested data. Thoso oentaots present 
opportunities to describe more fully tho naturo of tho ABE Progm/a 
thoreby onoour; ging Additional future referrals. 

For oxnnplo, tho operation cf tho Department of Social Sorvicos, 
an agency rcsponsiblo for Boro than half tf tho dry student enrollment, 
requites rogular, ongoing cciwuniontien between tho caseworker 
and tho ABS Counsolor, in terms of studont's attorklancc, progress, 

Bell 00 1 allowances and incidentals, thoroby Ctnsu««ing a substantial 
part of counselor's timo. 

3 , Extends to coenunity agonoica invitations tc sooial funotiono And 
events and / or lunchoon-ocotings, uhc-n appropriate, as a aeons of 
beginning or furthering existing relationships and underscoring cur 
drsiro to w^rl: cooperatively for tho benefit of our population. 

C. Visits And presents brief talks to cutsido ago;icic6, in tho Company 
cf tho ABE director, for purpose tf f.mili tiring then with the 



aims, goals, operation, rohicvononto, and bcnofits to tlioir olicnts 
'.of tho. ABE. Program# 

D. Attonds eohcdulod Mootings with representatives of cthor community 
agonoioo and rosruroos in an of fort to oxchango mutual ooncoms, impart 
information concerning cur program, and koop current on pertinent 
activities in tho oorvuunity. 

Intomal Staf f Hootlngs 

A. llooto with othor supervisor staff on a regular baeio to review 
oxieting program praotiooo and proooduros, recommend revisions 
and / or additions for thoir mere cffcotivo implementation, and 
explore now ideas and mothodo to aocmplish our aims and goals. 

Results of thoso mootings aro oomnunioatod to othor members of tho 
guidanco staff# 

B. Presents the function and rolo of Guidanoo in tho ABE Program at 
teaoher-training sessions cr nou-toaohor orientation mootings, 
emphasising tho responsibilities of tho toaohers in this aroa. 

C# Attends regularly ached, lied toachor staff meetings, when noocssary, 
to convoy new or revised guidanco procedures. 



JOB DSFIiJITICN - FIELD iffiCLVITHR 



I. OBjKjAL RESrCHSIBILITIBS 

a. Croato and maintain a continuing census of undor-oducatcd adults 
who oculd bonofit frcu attendance in Adult Bneio Education ol; cbos. 

B. Fortioipato actively in a carofully pro 3 cntod, ropcatod offort 
to induce adults tc onroll in tho program. 

II. SPECIFIC RESrCHSIBILITIES 

a. Distribute proparod pc store and not icon abcut program. 

b. Htilieo personal visits to grass-roots organisation, r.cciujvmled 
by professional Adult Bosio Educatim Staff whan required. 

1. Community Aotion neighborhood contcfs. 

2 . Religious and eooial and neighborhood groups. 

3. Agcnoics who sorvioc the pooplo wo wish to reach. 

4. Individuals in target neighborhoods who nro trusted by 
and influential with tho target population. 

C. Visit tho homos if all referred adults in cixkr to tell them 
about tho pngjvo and convince the'n to enroll. 

d. Acoompojiy a prvfcscit nal recruiter to tho homo of peoplo 
provicusly ccntaotcd who need additicnal information or 
persuasion. 

o. Accompany any interested adult to the Adult Jllucatii n Center at 
any timo he is willing to come. 

TXT. CQiDITirjS (F a.rLOTIUlT 

a. Attend tho bi-uookly recruiters meeting. 

b. Work tho averago weekly heurs assigned. 

c. Rato of pay - $2.25 / hr 

d. Satisfactory ocaiplotion of a 30 rt.-\y pn-b. ticn period is requiroil. 

Revisien 02 7 , “68 



JOB DJF1HITKN - ATTEND.'.!? OK RACUUITCiS 



I. 



OQ1E11AL RESPONSIBILITIES 

o* Hake porscnr.1 visits to tho homos of adult students who hr.vo 
interrupted thoir attendance in Adult Bnsio B’.uor.tion olassoo. 

b* Communic. to to this ndult tho dooiro cf t.io Adult Dluor.t it n Program 
to assise in nny wry pccoiblo to cnnblo him or her to roturn to 
class no soon ns pcsBiblo. 



II. SPECIFIC RESPONSIBILITIES 

o» Assumo tho tetri responsibility for tho otudents assigned to him 

fer tho fcllowingl 

1, Personal context oven if covei'al o.t tempts r.ra required. 

2. An interview with tho stodent tf sufficient length to detent ..o 
tho nnturo of tho ronom why tho student is not ;.Uoin’i ng. 

3* Cror.to the olor.r understanding cn tho part of tho student that 
tho Adult Eduor.tion Program cM pr.it iculnrly his t.v'Hior wan to 
him to continuo his eduor.tion. 

4. Identify tho problem end refer in writing to the ABE 
Guidr.nco St off for net ion. 

5. If thoro ir a dcairo to return to bc1ko 1 ( but thoro will bo n 
dolny, oclicdulo n date te revisit. 

6. Report prrgrosB cn on oh caeo assigned in tho accountability lcg t 
tanking special effort to reoerd Complete infenaotim <n each 
student ccntnot attempted. 

III. Each nttondmeo recruiter is expected to perform tho Jrb role as 
described cn a regular bnoiB. 



IV. CONDITIONS CF IHP LOmiHT 

n. Attend tho bi-weekly meeting hold ;.t the Center, 

b. Work tho r.Vemgo weekly hmrs whi Ch Aro assigned individually 

c. Rnto cf pay - $2,25 / hr, 

d. Satisfactory ccAplotim cf a 30 dry probation period is required. 
Revision 2 7-68 
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JOB DEFINITION - FIELD ATTEND. .1103 WORKER 



( ‘ 




I. GENERAL RESPONSIBILITY 

a. IToJco porsenal visits to tho homes of adult students who havo 

i ' ... I' . ‘ .i 

interrupted tiioir nttcndanco in Adult Basio Education olassoo. 

b, Cocv.iunioats to this adult tho dooiro cf the Adult Dduoaticn 

Program to assist in any way posoiblo tc cnr.blo Hic.i or hor to return 
to olacs as seen as p seiblo. 

II. SPECIFIC RESP( NSIBILITY 

Qi Assurao tho tctr.l rcsponnibil ity f < r the student- rnntcnod him 
for tho following! 

1. Porsenal contciot ovon if covvr.al attempts arc required. 

2. An interview with tho student of sufficient length to 
dctvmim. the nature if tho retmort the ctudent is ivt 
attending. 

3. Croato tho ol ar und rotanding cn tho part of tho student 
tho Adult Education wants hifj tc continue his eduction. 

4. If there is a dcsiro to return to sohcol, but thoro will bo 
a dolay, echcdulo a date to revisit. 

r j. Identity the problem and rofar in writing amplified hy 
perscnol discussion with tho ABE Ouidnnoo Staff fir solution. 

6. Comnunicato ti tho dropout on tho eolutlcp velvcd by tho 
Ouidanco Strff and tho Field Attondanco Worker which trill cnablo 
him or her to return to olnse. 

III. Tho Filod Attendance Worker is expeotod to perform tho Job rolo as 
dosoribed cn a regular basis. Tho rato cf pay is ID* 32 / hr. Hours 
worked per uoek shall bn <>n a need basis rovi sh.al 1- average ton hours 
por week. 



O 

ERIC 



i 
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JOB DEFINITION - CCILWITY COUNSELOR, PlillTSiTI/.dY UNIT 



1 

1. OIHUd/.L aESrONSIBILITIDS 

a. Assist in facilitating coi.i/.iunity and Gduo.ticnr.l : djuetnicnt for tho 

j diBohargcd inmates who liavo participated in tho cduo ticnr.l oIqobcb at 

tho UcBtchestor County Ponitcntiary* 

1 b. Contribute to tho ovor oil objeotivo of tho cvaluatitn of tho 

cduor.ticnal program* 

i 

2. SPIXilFIC itU?r(.iSIBILITIS3 

i a. Cror.to and maintain a tiorking rolationehip witli tho rcemroo staff 

of tho Ponitontiory and the oduoational town operated by tho l/hito 

i 

! Plains Adult D.luc'tion Department. 

b. Bo involved with o BcrKs of poi^*oxit interview and assist tho 

! inmates in arriving at formal plana for short and long tom goals for 

adjustment to outside lif? strocBing oduorticnal involvement to what- 
• • > 

over degroo feasible. 

c. Aoccnpany whonover pcosiblo discharges students to thoir residence, 
employment interview anti educational first step. 

d. Porfom a series of personal fellow-up visit -tiono on each discharged 
* ‘ 1 t * *1 1 

otudont at intervals to determine degroo and quality cf adjustment, 
o. Creato and maintain detailed records on each etudont oontneted. 
CCttMT tCHS OF DlPLCYlHHT 

a. Use of countolors oar is required, a mileage allowance is provided. 

b. Porfern job rolo under tho suporvisitn of Dr. Ebrl R. Kc-osler, and 
tho Director *f Adult Basic Education. 

c. Work ,-n avor-go of hours / uoek, with tho flexibility to adjust to 
v. rying numbers of students in*atoe being diRoharge.1 from d.y to day and 

I week to week. 

d. lion aro discharged every working day Hendry through Friday at 8i 30 A. II. 

I er|c 
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and ohall bo acotropaniod frora that point. 



ii 



c* Coraplinnco with all Penitentiary rogulr.ticns ajid projection of a 
tmpportivo imago ti tho men ocntnotcd both in and out of tho facility. 
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JOB DESCRIPTION - GUIDANCE UORKE.h PERITHITI/.mf UNIT 



J.« GENERAL RESPONSIBILITIES : Tho guidanco werkor in tho ponitontiary cutting 

io os&ontj.ally fc rdhAbilitatUn ofCmsolorwhofeo Short-range' goals aro 
aohiovod thrcvgh helping irunates inoko tho most of tho oduortionr.l oppor- 
tunities availabo at tho ponitontioiy in preparation for rotum to tho 
community. Tho long-rongo goals aro disohargod through holping thorn 

I % I • ♦ • « 

” l , 1 | ^ 

bolato thdii- educational oxporloriccb to a noro produotivo, lriif- 
abiding lifo outside, utilising euoh oommunity agonoics and rosourcos 
ao aro noocssory to assist thorn in thoir plan for rehabilitation* 

2. SPECIFIC RESrOHSIBILITIOS t Under supervision of tho penitentiary unit 
coordinator (or his roprosontativo) tho guidanco workoi'- 

a. Shares in responsibility for plr.ooracnt testing of oandi dates for 
instruction, in scoring of tests, preparation of initial test reoords 
and registration of now students f 

b, Assumes full responsibility for tho cduoatitnal and porecnal 
development of each of tho men assigned to tho group for which ho is 
solving os guidar.oo worker from tho point of introduction to tho teacher 
to tho point of discharge from tho penitontiary or dropping cut cf tho 
program; ccnduots ottundanoo chocks to dctoiviino roacons for nen- 
attendanoo and develop plans with tho students and / cr tho teaohor to 
cnoourago hotter ottondonco( serves as interpreter of tho student to 
othor staff members and ooonUn .tos their efforts on Ills behalf! 

o. Develops a relationship with each man for when ho io responsible 
at suoh dopth as ho and tho Counselor arc ccpablo cf eng- ging in, 
utilising tho resources cf tho cental health staff of tho penitentiary 
when indicated! detoracncs tho rehabilitation potential of tho cwinsclor 
and assists him in developing realist io plans for return to tho ccaaunity. 
d. Transfers following responsibility of students to tho (coewunity 
counselor) through a joint exit interview conducted prior to dieohargo 
for purposes of reviewing, refining t-nd / or revising plans for return to 
tho oconunityt 
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^ ) o. Ilr.intr.ina n counselor's record of oaoh student reflecting his curront 

| oduoc.tionnl status and his curront plans for rehabilitation, no uoll as 

all roforml oontr.ots mado on hio behalf j pursuos suoh corrcspondonoo 
j as may faoilitr.to his return to tho community, inoluding lottors of 

* introduction to Adult Education Ccntors to pursuo furtlior eAnoatirn, oto. , 

! proparcs suoh othor records and roporto no nay bo roquirod by tho 

I coordinator of tho oduoational unit or tho Dirootor of Adult Basio 

Dduoationj 

* f. Porforos suoh ether dutios as tho coordinator of tho oduor.t ional unit 

i 

may request. 

j 3. COHDITUKS OF R1PL0Y11D IT 

s. Work ono or two ovonings per wook n6 assigned - 3 hro / niglit, 
j b» Rato of pay ~$3.25 / hr. 

) 

j 

1 
i 

I 

i 

I 

i 

! 

\ 

j 

i 

r 
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Job.Dofinitiun - InBtruotlortr.l Hntorla.ls Specialist - Penitentiary Unit 



1* Oonorol Responsibility - Frcvido assistance to tho olausroon toac-hor 
which imprcvco irdtruot.lun 
2. Spooifio Responsib il ities 

o. Provide tho toachor with tho written currioular matorir.ls r.o tlioy 
oro dovolopcd by tho /.dult Basic Education Staff 

b. Utilising dome-net ration techniques assist toeohor in tho grouping 
of studonts at adapt tc now ontr; ants and ohanging needs cf existing 
students. 

o, Consult with tcaohor cn ohoioo of newly r.vailr.blp instructs nal 
materials rjid assist in tho introduction end offootive uso of thorn 
in olr.su. 

d. Introduoo tho uso of selected reading maohincr and fnmili rite tho 
toaohor with thoir effective utilisation. 

0. To kcop an up to dato inventory of all inetruotimo.1 material 

f. Sto ro and oatologuo material by group lovol in order to fr.oilitato 
its uso by toaohor. 

g. Roqi'isition reading material as needs require 

h. To bo familiar with present and ncn/ly published materials for 
penitentiary instruction. 

1. To assumo responsibility for ondoring, storing, and tho proper usage 
of all supplies and toaohing implements. 

3* Sohodulo - 3 hours r.ltomatO weeks. To bo shared between Penitontinry 
and Rochamboau as needed. 



Job. Definition - Toaohor High Sohool Ecwivanoy Penitontinry Unit 

1. Gonoral Responsibility - To partioipato rs a toaohor in an educational 
program dosignod to proparo intcrottcd sorocnod inmates, who have 
voluntarily olootod to participate, for the High Sohool Equivalency 
diploma tests. 

2. Spooifio Responsibilities 

a. refer to guidanoe staff student who can benefit from oduo. tional 
counseling. 

b. to nttond an oriontaticn meoting prior to the first olaso session 
and staff meetings when required 

c. to oondnot the olucs two ovonings oaoh wcok 

d. to utilize tho ourricular guide provided 

o. to obsorvo all of the institution^ regulations and prooodurod 

f. to plan lessons raid direct fooue teaching so as to compliment tho 
efforts of oo-toaohors 

g. koop necessary reoerds, and file rolated roports. 

h. establish and maintain rapport with students 

3. Working Conditions 

Number of lus, 3 per night, 2 timos / week 

Rato of pay is tho rogular Adult Education rr.to of $8.25 / hr 

4. Qualifications 

a# a professional who oan bo offootivo in the environment 

b. a man who is intorostod in this kind of program with ample onthusiaem 

and onergy 

o. training and certification in an aoadomio field, preferably English, 
reading, math or sooial studios 

d. successful jr. or high sohool toaohing oxporienoe or equivalent 



Job Dofinitlon - Loarnin/; L r.bcTf.tory Supervisor 

1. Qonoral Responsibilities 

a* Supervise tho eoope and ccntont cf instruction in tho learning 
laboratories in suoh a mannor that tho staff and. tho tcaohors oan 
roalietioally and oacifortably accomplish tho philosophic goals of the 
A.B.E. program, 

b, Lead tho staff in tho management of oi.oh learning session so that 

the individual stuclont learning needs aro mot to tho fullest degroo possible 

2. Spooifio Responsibilitios 

a. Supervise and participate in individualised and olustor group 
instruction of students on an, ongoing. basis .designed t' r.ohiovc uxiemn 
learning possible with tho available timei staff and oquipmont. 

b. Contribute toward tho acquisition of oxportiso by tho toaoliers and tho 
laboratory staff in tho art of bringing together tho learner r.nd tho media 
o, Suporviso tho students evaluation program, inoluding mako up tosting 
and intako reappraisal. 

d. Contribute toward the ovclution of a format vndor whioh maximum 
• Btudont doadonio' gain can bo' dohioved ih tho" laboratory sotting* 

e. Aotivoly undertake designated responsibilities in whatovor roscaroh 
effort this A.B.E. progrcun undertakes. 

f. Contribute toward, and participate in tonoher orientation and stuff 
training oxporionoo as scheduled. 

g. Supervise tho training of laboratory staff and thoir maintonanoo of 
roquired records, logs, inventories and guido linos as required. 

h. Proparo required soj.v.inrios of data and evaluations concerning tho 
operatic n of the laboratories us roquired. 

3. Working Sohedulo 

a, 5 days / week, 7 hr / day, ono evening / wook hours. 



JOB DXFIFITIOH - LJjAi^IWO LABOdATOitY IXTdUCTIOU 



OENEdAL lUSPCSlGIBI LI TIES 

o. To assume tho accountability for the soopo, quality on& range of 
instruction in the laboratory sotting for undo roduo? tod. adults viho 
are reading between total illitoraoy and ninth grade* 
b. To utilize all tho professional training and exporionce.in ordor to 
oreato and maintain an instructional environment oonduoivo to uoximm 
growth, stressing: 

1. Gonsitivity to individual noods for suooess 

2, Selection of substitute instruction oxporienoo of the students at 
his point c-f frustration or impationoo. 

3* Oovorn the learning proooss with enthusiasm, oroe.tivity and a 
rospoot for the student's ocm.iitment toward learning* 

SPECIFIC .JSroUSlBlLlTIES 

a* For the olasues sohodulcd into the Learning Lab, the Learning 

Laboratory Instructor shall assist the Learning Lab Supervisor with 
tho soleotion, distribution and introduction of instructional materials 
and equipment. 

b« Consult v;ith tho A.B.2. heading Laboratory Supervisor on procedures 

and mothodologies which provido instruction for individuals and groups, 
through tho proper utilization of "Soft" and "Hard" modia. 
o. Tr rtioipato and oontributo tc toaoher training opportunities through 
workshop, seminars, and othor instructional offering, 
d. Assist, instruot, and guideolassroom teaohers in tho offeotivo 
utilization of oonstruotional media in the Learning Laboratory. Provide 
the olassroom teaohers with familiarity with tho contents, design, 
techniques, of use, range of instruction tnd testing procedures acc- 
ompanying eroh instructional media. 
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o. Exohango information with olaserocm tQ: ohore ocnoorning pupil prcgroos in 
tho Laboratory and tho olrssrocm, and thoir adjustment to the Laboratory 
instructional media. 

f. Working with tho tonohing lab aide, inBuro that at the ocnoluBion of onoh 
day or evening session, the soft / hard media and tho furniture hr.vo been 
rotumed to their roEpootivo positions. 

WORKING laQUIilB.'UITS 

a. Day: 9 a.m. to 2 p.m, — l/2 hour lenoh (4& hra) 

b. LVcning: 6 p.m. to 10 p.m. - Instructional Hours 



J OB DCFmTICTI - LADOjjATOjY TEACHER AS SISTANT 



I. RATIONALE 

Most Public) ooliool ProgTY/ns today h;*.vo introduood tlio pra.otioo of 
utilising toaohor assistants. The goals have boon to provide additional 
staff whioh oould perform routine instructional cTutios whioh do not 
roquire the highly specialized training of tho professional toaohor. The 
supplomontary staff onn then fi'ee the toaoher to dovote more timo to the 
planning and implementation c<f instruction. 

The Gohool Diet riot of the City of White Plains had adopted a policy 
whioh authorized the use of teeoher assistants. In the dry eohool 
programs, .ibaoher. assistants. aro_utij.ip0 <i «in a variety of wry s to porform 
tasks whioh do not require tho specialized bxpurtiso of the trained 
teaoher. 

For tho past two years, the Adult Eduoation Program lias utilizod 
teooher assistants as learning laboratory terohor assistants. 



II. PEnFQjuAiTCE OF JOB ROLE 

■ Laboratory teaoher assistants aro an integral part of the , educational 
staff* In the porfonoanoe of thoir roles, they aro regulary in oontaot 
with tho student population end they aro regularly under the supervision 
of sevoral members of the professional staff. The nature of their job-role 
requires that they have oonsidercblo sophistication in intor-personal 
relationship skill. In tho selection of employees for these positions, 
every offort is modo to seleot individuals who more than moot tho minimum 
qualifications. Whon laboratory teaoher assistants are hired, supervisors 
have the responsibility of continuously sorecniug their performance. 

This preotioe ensures that they perform striotly within thoir respon- 
sibilities as outlined in this individual job definition. 

A. Qualifications - Laboratory Teaoher Assistant 

1. The oupaoity to effectively ooiwiunionto with a disodv. ntaged 
adult population. 

2. A high eohool diploma. The rato / hour will bo adjusted upward 
based upon additional years of college not to exceed 4. 

3. The capaoity to effectively porform instructional tasks, under 
continuous professional supervision* 
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III. 

) 
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Responsibilities 

1. Undortako responsibility for the instruction of c. olustor or 
group of studonts for tv portion of a lesson , under the direot 
and oont incus supervision of c. professional toaohor, 

2. Operate a maohino which is providin', instruction for a spooifio 
purpose and time. 

3. Asoomblo end propr.ro the media needed for instruction. 

4. Review with individual studonts their daily progress. 

5. Share with the teaoher hor opinion of studonts speoifio 
instructional noed end performance. 

6. Reoord student data under instructions of professional. 

7. Assist with tho oorreotion of standardized tests. 



W ORKIHO CCIDITICH3 



Laboratory Teaoher Assistant 

A. State Civil Sorvioe Commission regulations havo established that 
teaoher assistants os being in tho lion— Competitive Civil Sorvioo 
classification and are net required to take Civil Sorvice 
examinations. 

B. Local Distriot Administrative polioy makes mandatory the 
following regulations: 

1. All personnel in this oategoiy shall use time— docks. 

2. Based on the faot that this o- tegory of eraployoos is 
hired on an hourly br-sisi they will be paid only for 
aotual houroworked. There is no payment for holidays, 
vaontion time, or short sossiens. 

3. Thoro is no provision for siok or personal loavc with pay. 

C. Current rato of pay hen a 43.00 per hour baso, tilth adjustments 
for additional training at the rc.to of 4.25 por hour for oaoh 
year of oollcge ocmpleted. 



O 
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J OB PE E TflTirN - SUT EdVISCh Cl 1 LI'JT.rCTIUI 

1 » Qonoral Responsibility - to maintain integrity of instruction 
2 . Spooi fio Resp on sibili ti es 

a. Soleotion, distribution and introduction of instructional ncl equipment 
to teaohere. 

b. Consult with Dirootor and Guidance Staff on the procedures whiob. muko 
provision for individual difforonoos in learning rotes by selcotive 
ola3B pleoement and Toaohor Orient, tion. 

o» Provide for teaoher training in both small group and in seminars. 

d. Guide tcaohors In the .utilization of effootive olass room management 
techniques. 

e. Provide to all teachers assistance in beooming 'familiar with the 
oontents of, nnd the value of teaching from the Curricular Guides 
as they beoome available. 

f. Scheduling of assemblies, trips, guest speakers end sooial affairs, 

g. Follow through with teaohers on the various requests for information 
on attendance, test soHedules and pupil information. 

h. Orientation of now and substitute teachers. 

i. Utilizing demonstration techniques: assist teaohers in the grouping 

of students to adapt to now entrants and ohanging needs of existing 
students. 

j. Consult with teacher on ohoioos on newly available instructional 
materials and implement the acquisition there of. 

j.ilu/nbers of hours / day: the equivalent of 4 Mrs. / day-4days /wk., and 
the hrs / nite - 3 nites / vk. 



Revision #1 



JOB DEFINITION - CLERK-TYPIST 



I. GENERAL RESPONSIBILITY 

Perform general clerical and tvoing duties for the Adult Basic 
Education office, 

II. SPECIFIC RESPOHSIBILITES 

Types from rough draft of finished copy; typos masters for 
duplication; operates ditto, mimeograoh, adding and oth«r office 
machines; proofreads.typfed material, ehsweW routine inquiries in 
person and by phone; distributes mail and maintains files; maintain 
simple expenditure, receipt, requisition and other types of records, 
performs a variety of routine clerical tasks. 

Candidate must have a good knowledge of business arithmetic 
and English; working knowledge of office terminology, procedures 
and equipment, ability to type from clear copy or rough draft at an 
average rate of speed; ability to understand and follow simple 
oral and written directions; ability to get along well with others; 
ability to write legibly and an aptitude for clerical work. 



III REQUIREMENTS 



High School graduate or equivalent 
Typing skill: 40 words per minute. 

Rate of pay: $2.40per hour 

Hours: 35 hour week. 



) 

O 
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JOB DEFINITION - FILE CLERK 



I. OENBRAL RESPONSIBILITY 



To maintain the system of recording the data required to support 
final claims. 



II SPECIFIC RESPONSIBILITY 

a. Extract student attendance from register end record on class test 
records, 

b. Extract test scores from files..and record on class test records, 

c. Make accurate copies of valid copy of class te3t record from working 
copy, 

d. Evaluate for accuracy and then complete with a listing — the Albany 
Registration Forms by project, 

e. Evaluate for accuracy and then complete with a listing - the 
Demographic Survey Forms by project, 

f. Maintain the active and inactive pupil registration file, 

g. Prepare intake folders and file students folders, 

h. Maintain the drop out file and recruiting census file, 

III J OB SPECIFICS 

a. Part-time 25 hrs, /wk, 3 $1.90 / hr. 



Revision #2 7-68 



JOB DEFINITION - FINAL CLAIM CLERK 



} 

GENERAL RESPONSIBILITY - To prepare the Final Claims for the Adult Basic 

Education Program 



I, a. Maintain an on going evaluation of the attendance record and 
test records systems as maintained by olerical staff. 

b. Supervise the Albany Registration Form File and the quality 
and completeness of these forms to meet existing standards. 

o. Recording of the attendance, entry, drop-out dates, md Gth 
grade graduates on the class test records. 

d. Record test results. 

e. Maintain the inventory of tests and provide for recording of 
them as needed. 



II. 



III. 



a. Prepare the rough draft of the Final Claim Class Test Records 
including the selection of the eligible and in elligible 
students based on budget requirements. 

b. Prepare the Albany Registration Forms as required by Claims, 

c. Prepare the Kslfare Case Number and Category of lists by class 

d. Prepare and review the (student data) Final Claim for all 
budgets and the appropriate letters of transmittal. 

Job specifics - Four evenings per week © 3i hours per night at 
semi $4.00 / hr. 
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JOB DjSFlNITItN - ATTENDANCE CLERK 



GENERAL RESPONSIBILITY - to create and maintain attendance register. 

a. To block in recycle registers for each claes in each budget. 

b. . To institute and utilize a memo system to teachers which would 

have a check lost for items needing modification. 

c. To insure that student transfers are shown in both registers. 

d. , To insure that cause of lengthy absences is in register. 

e. That each drooped student has reason inscribed in register. 

f. Registers show students entering historically. 

g. Registers Totals are run at close of use. 

h. Request of supervisor of instruction that registers are 
signed by both co-teachers. 

The drop out procedure is regularly supervised. 

a. Each student both in day and nite classes is referred for 
home call after 3 consecutive absences, 

b. Maintain the program drop out chart. 

c. An up to date record is maintained of each droo out assigned. 

d. Final disposition is noted in register. 

e. Our active attendance file reflects accurately dronned and 
re-enrolled students. 

Rours — one or two hours each day. 



JOB DmiTlfH - rn . TDia.' Ciu-GL; T.iCltSR 

I. GKZSihl r»j>AJJb IBIiI TY. - To participate as a toucher in a olcco of 
advanced level students with the speoifis goal of providing 
specialized snail-group instruction dee: t ;ned to fill existing 
gaps in learning. 



I X . sraqir^ lX i.pQ I ffilBXLI TIiS 

a. To he familiar with the teot analysis of Stanford 
Achievement Tests at intermediate and upper levels. 

b. To utilize recent test produots for eaoh student and make 
a detailed analysis of eaoh of the oub-tests in order to 
identify concepts, understandings and skills which he has 
demonstrated difficulty with. 

o. To arrange for the olass in grouping and with instructional 
times which will enable students who have com .ion skill end 
or subjeot disabilities to ba taught in email groups. 

d* To. provide fpr eagh student a cumulative skill-log whioh 
will enable’ him to see his growth and equip him with a 
focus for review. 

e. To manage the Bcope of the diagnootio instruction to assure 
that subsequent exposuree to disabilities that have been 
remediated provide for an examination of that skill and 
its proper use. 

f. To oreato an attitude among' the students that eaoh student 
is matching himself and hie achievement product against 
what he wants it to be. 

Ill . QUAL IPIC-T K-lio 

a. A general understanding of what and how elementary subjeote 
are taught. 

b. A good understanding of tests and measurements and a high 
oompetenoo with the remediation of subjoot disabilities. 
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JOB D ■JIMITIOH ADj 3 ClA'J iROCS l.TjkC] RDR . 

I. General Responsib ilit ies 

A T To maintain a hi$i quality of inctruotion. 

B, To keep up-to-date all ottendevnoe records and student recoil file* 

C, To utilize the experiences gained in the learning laboratory oonter 
with programmed tind c- 3 lf’"direotod materials in the areas of reading 
with the arithmetic, cooial living bkille and language arte skills of 
tlio individual student* 

D, To provide the best olironte possible for the periodic two-hundred 
hour testing oyoles. Remind those absent for the test to roport to 
the learning laboratory for make-up testing* Review test result ifith 
pupils in order to maintain an attitude of oncourogenent and deoire 

to improve. Current achievement teet data is regularly recorded on the 
reverse eido of the attendance card* 

5. To reinforce counselor's invitation to student that ho uvnil himself . 
of counseling services available. 

P, To shore with counselor: pertinont data oonoerning Gtudent as observed 
in classroom setting end from teacher-student relationship. 



IX. pp.eo.l fiq Res pon sibilities . 

A. flan the inctrnotioncl schedule so that maximum individualized or omall 
oluster grouping instruction can take place with tho le:rn\ng laboratory 
and the classroom. 



B. Plan enrichment activities neooesary for the individual .*nd the clnbter 
group within whioh he/shs is operating in the oli 0: room or the learning 
laboratory. Leek the assistance of the Instructional Supervisor and 
the leatning l„.borutory Su leivieor-Speoialist. 

C. Plan tho evaluation and progress of euoh individual student with the 
beaming Laboratory Supcxvisoi^-Speoialict in reg. rd to programmed 
and solf-diroctod media. 

D. Beoone thoroutfily familiar uith the use of nropaujod and Lelf-dlrected 
materials whilevorking with the Learning Laboratory otaff. 

S. Introduce each new student to the Learning Laboratory Su •ervisor- 
bpeoiallet and Learning La’joratory Aida so that they cvy prepare for 
the 6tudeut the a ‘proprinte instructional matorinin and folders 
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II Spoo ifi o Responsi bilities (continued) 

F. Inform the Learning Laboratory Staff of any students that have trans- 
ferred or ha vo departed from our program. 

0. Become thoroughly fomilair with the uoe of all machines. 

H. Initiate Student Transfer Forme, as neocsu.ry, theroby substantially 
contributing to ultimate decision regarding student placement. 

III. Job Requi rement s _ 

A. B.A, Degree in oduo.ition 

B. License in oommon branches. 

C* Certification in Adult ikluoation (B or C required) 

D. 1. Evening Program - Teach two evenijigs 3 houro / 

2. Lay program - Teach five daye / week 4 houro / 



night 

day 
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Job Definition - A dministrative Assistant to the Aaal9tant Director 
of Adult Education f o r Adult Basic Education 



I. General Reeponsibilitles 

a) To prepare detailed work in order that the time of the Assistant 
Director is limited to a review and a decision. 

b) To supervise the planning, execut.tjh, and assembly of all of 
the attendance, demographic and test data systems. 

c) Supply information and collect data as required at the off campus 
ABE Class operations.* 

II. Specific Responsibilities 

a) Prepare budget modicications. 

b) Arrange logistics for meetings and social events. 

c) Schedule and conduct if directed toj visitors, tours, and meetings. 

d) Supervise the operation of existing data recording systems. 

e) Interpret relevant State and Federal Guidlines on Accountability. 

f) Supervise the administration of and scoring and recording of tests. 

g) Supervise the system for purchasing supplies and its record systems. 

h) Prepare rough drafts of final claims. 

i) Prepare class test record plan, and review its data. 

j) React to requested changes in final claims. 

k) Supervise all attendance systems. 

l) Review periodically all data systems. 

®) Prepare data summaries for Special Reports. 

■n) Participate in the creation of new data recording systems. 

III. Requirements 



Functions Performed by Assistant Director of Adult Education for Adult 
Basio Education 



Monies 

Funding Negotiations 
Ridget Preparations 
Ridget Approval 
IAidget Modifications* 
fidget Transmittal 

Planning - Funds Staff Space Equipnent 

Public Rel ations 

Agency Relationships 
Meetings and Graduations# 

Visitors, tours, and Meetings* 

Data Collection and Disemination** 

P.R. Report Writing 
Image Building 

Documentation of Value of Program 
Conventions and Seminars 
Consultant Cervicoe to other Ed. Units 

le adership 

Communication of Philosophy of Program 
Interpretation of Federal and State 
Guidline3* 

Creating Policy Statements 
Eetabliahing policy 
Training of Supervisors 
Guiding Direction of Departments 
Postering Vertical and Itorieontal 
Communications* 

General Staff Orientation 

Staffing 

Hiring 

Interviewing 

Orientation 

Training 

Supervision 

Recording and Evaluation* 

Communicating 



Instruction 

Assigned Work Load 
Reviewing Data on Performance 
Revising Instructional Emphasis 
Reviewing Logistical Services* 

Creating New Instructional Services 
Curricular Construction 
Formal Training and Orientation 
Communicating 

A ccountabilit y* 

Plan all Purchasing* 

Supervise Payroll Preparation and Recordir 
Plan Class Test Record Sets* 

Review Class Test Record Sets* 

Plan Final Claim* 

React to Requested Changes in Final Claim* 
Supervise all Testing** 

Supervise maintenance of all Attendance 
records** 

Review all Data systems** 

Create New Sata Systems 
Review Attendance Reports** 



Adult Assistant for Assistant Direct' 
, 0 be performed by Adult Assistant 

ERJ( *Could be perfomed at the request of the Adult Assistant 
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(continued - page 3) 






IV. Working Conditions 

a. $6500 to start 

b. 35 hrs/wk 

o. Fringe benefits comparable to civil sendee employees 
d. Position opened immediately 



) 

*The performance of this t.ask at the Westchester County Penitentiary 
i requires a male. 



Original 8/25/67 
Revised 2/25/70 



l! 
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JOB DEFINITION — OFFICE MANAGER 



GENERAL RESPONSIBILITY 

A. To supervise, train, and direct the clerical staff in the 
accomplishment of the production of the ABE office. 

B. To undertake specific assignments from the Coordinator, assign 
the tesks, review the work done, assemble the product and report 
to the Coordinator all details concerning its completion. 

C. To organize, process and document all of the purchases made in 
the ABE program, 

S PECIFIC RESPONSIBILITIES 

A, Iteet with the Coordinator daily for a brief reviow of the mu-L 
accomplished, and to accept from him now assignments. 

1. Typing urgently needed 

2. Typing of a routine nature 

3. Duplicating service, mimeograph or ditto 
A. Clerical tasks of a specific nature 

5. GenerM filing 

6. Arrangements for visitors 

7. Arrangements for special meetings 
3. Arrangements for social meetings 

9* A review of and an assignment of all requests for clerical 
services made by any ABE staff. 

10. Assignment of telephone answering load 

11. All records required for all clerical personnel 

12. The reviews and compilation of all time cards, and the 
personal preparation of the clerical payroll. 

n. Aonopt. personal responsibility for the clerical preparation oft 

1. Attendance «'onpilatlons for rough draft of class test records 

2. Route when ready the rough draft of claas test reoords to 
H. Zac coni for her in pvt on test data and graduates. 

3. Assign and review the completion of registers to be created 
for each project 
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4. Assign and reviow the completion of Welfare Category lists 
and Welfare Category sumary for each WE project 

C t , Personally manage the petty cash task. 

D. Personally manage the initial preparation, typing, processing, 
recording, transmittal and recording of all reqieitions. 

E. Design and manage policy statements to be followed by all staff 
concerning how the receipt of all goods purchased are to be 
documented. When breechos of this procedure happen, a written 
notification is to be made to the Coordinator. 

F. Organize a file system for ABE office. 

0. Organize a storage system for ABE supplies. 

H. Organize a file system and a storage system for yourself. 

1. Purchase all office supplies and postage. 

J. Maintain the appearance of the AH? office including: 

1. Bulletin Boards 

2. Clerical desks 

3. Clerical phones 

4. Typewriters covered 

5 . Counter 

6. SCM o.opior supyd tea and repair. 
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JOB DEFINITION 

TEACHER. H1 QH SCHO OL BQUIVAteMCY 



General Responsibilities 

To participate as a teacher in the educational program designed to prepare 
adults who are motivated to attain High School Equivalency Diploma. 

Specific Responsibilities 

a. Maintain an exchange of information with guidance staff concerning each 
student . 

b. To attain orientation meetings and staff meetings when required on regular 
basis. 

c. To conduct the ol&ss so as to enable each student's academic needs to 
be met as completely as is possible. 

d. To work closely with the Supervisor of Instruction and the Supervisor of 
the Learning Laboratory. 

e. To utilise the curricular guide provided. 

f. To plan lessons and direct the teaching so aj to specifically prepare 
the students to pass the GED emamination. 

g. Keep necessary records, and prepare related reports. 

h. Establish and maintain rapport with students needs and aspirations. 



Working Conditions 

Number of hours 5 hrs day/ 5 days week/ k} weeks year. 

Rate of pay is the funded Adult Education rate of $6.05/ hr. 

Qualificat ions 

a. A professional who can be effective in communicating to disadvantaged 
adults . 

b. A teacher who is interested in this kind of program who is creative and 
who has ample enthusiasm and energy. 

c. Training and certification in an acadecdo field, preferably English, reading 
math or social studies. 

d. Successful Junior or high school teaching experience - two years minimum. 

e. Speicifie college coursea in teaching methcdolt^jy relating to high school 

Note: C and D required 
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JOB DEFINITION -BI-JINOUAL GUIDANCE COUNSBI0R 
( ® GUSH-SPAN ISH ) 



I. General Responsibility 

To help create an environment, through guidance and counseling 
services, in which students may best develop to their fullest 
potential, both personally and educationally. 

II . Specific Responsibilitie s 

A, Conduct scheduled and "as needed" counseling interviews as 

follows : 

1. I ntake 

a. Extend a warm welcome; goala and aspirations; describe 
nature of program and how it is designed to meet student 
needs; instill confidence needod to undertake reviewed 
learning experience. 

b. Gather personal data. 

c. Expose to Orthoacope testing to detect possible visual 
difficulties. 

d. Effect immediate olasa placement based upon screening 
device administered to deteraine approximate reading 
level. 

e. Personally escort student to classroom; introduce to 
teachers and classmates. 

f. Encourage student to avail himself of counseling services. 

2. Initial Follow-up . 

Review with etudent his olase placement and pereonal adjustment. 

3 • Progr ess Interv iew 

Review with student his progress in the program and re -examina- 
tion of goala. 

4 . Graduation Inte rview 

Student's next step Is discussed and opportunities open to 

him in higher education or vocational training are explored. 
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B. Maintain counselor records of student reflecting personal data, 
his educational status, short and long-term goals, progress 
interviews, etc. 

C. Help student identify and solve personal problems which could 
inhibit educational progress or cause termination in the program, 
e.g. transportation, child care, emotional stress, Job applications, 
student visas, etc. 

D. Circulate among student population freely to become a familiar 
figure thereby encouraging students to initiate contact when 
counseling is indicated. 

E. Share relevant information with teacher and staff concerning oludciit- 
which mai be helpful in better understanding him. 

P. Establish and maintaining frequent contacts to report 

referral agencies by maintaining frequent contacts to report 
progress of students and provide other necessary requested data. 

0. Attend guidance staff meetings on a regular basis to review 
existing program practices end procedures, recommend revisions 
and/or additions for their more effective implementation, and 
explore new ideas and methods to accomplish goals. 

HI. JOB QUALIFICATIONS AMD COK DITIONS 

A. Ability to relate to student population comprising primarily 
under-educated, native or foreign-bom adults. 

B. Ability to communicate in the Spanish Language. 

O. Ability to treat confidential data with tact and discretion. 

D. Mature, with ineight and perception. 

E. Pull commitment to Job role. 

P. Bachelor's degree or equivalent; no guidance certification 
regulred, though graduate studies and/or experience in social 
work are helpful. 

0. Pull-tine 25 per hour 5 days per week 
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JOB DEFINITION - ABE FLOATING TEACHER 



) 

I . gene ral Responsibilities 

A. To maintain a high quality of instruction. 

B. To keep up-to-date attendance records. 

C. To utilize the experience gained in the learning laboratory center 
with programmed and self-directed raate.'dals in the areas of reading 
with the aritmetiOi eooial living skills and language arts skills 
of the individual student. 

D. To work from lesson plans left by the regular teacher, when 
functioning as a substitute teacher. 

B. To do curricular related tasks at the discretion of the Supervisor 
of Instruction. 

II. S pecific Responsibilities 

Using olans made by the regular teachers 

A. Carry out the instructional schedule for each individual student, 

.'Hashing the olaasroom and the learning laboratory instruction. 

) B. Carry out the instructional schedule so that maximum individualised 

or small cluster grouping instruction can take place with the 
learning laboratory and the classroom. 

C. Carry out enrichment activities necessary for the individual and the 
cluster group within which he/ehe is operating in the classroom or the 
learning laboratory. Seek the assistance of the Instructional 
Supervisor and the Learning Laboratory Supervisor - specialist. 

D. When necessary, plan the evaluation and progress of each individual 
student with the Learning Laboratory Supervisor - Specialist in regard 
to programed and self-directed media. 

B. Become thorgoughly familiar with the use of programmed and self-directed 
materials while working with the Learning Laboratory Staff. 

P. Become thoroughly familiar with the use of a 11 lab machines and AV 
equipment. 
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) 

j 0, Become thoroughly familiar with the use of all media in the classroom, 

j H. Head or participate in task forces. 

I. Maintain a current professional Library, 
j J. Do selected curricular tasks. 

K. Be directly responsible to the Instructional Supervisor, 
j III. Job Respon sibi lities 
| A. B. A. Degree in education. 

B, License or teaching experience in ccwnmon brarches. 
j C. Certification in Adult Education. 

.) 

I 

1 

I 







Job Definition — Media Aide 



To work under the direct supervision of ABE 
Supervisor of Instruction 



I. GENERAL RESPONSI BILITY 

a) To operate and store and maintain the video tape package in con- 
junction with educational and public relation functions. 

b) To provide a multi-media presentation for all scheduled visitors. 



II. SPECIFIC RESPONSIBILITIES 



part 1. 



a) Operate the video tape unit as requested. 

b) Edit, store schedule U3e of video tapes. 

c) Maintain video equipment. 

d) Function as the media team member in video tape projects. 



part 2. 



a) Conduct tours for visitors ae requested. 

b; Present media overview of the Center using tape and carrousel. 

c) Prepare tour schedule and conduct it. 

d) Provide for appointment with relevant staff. 

e) From self and visitors. 



part 3. 



a) Work on inst motional assignments. 

b) Contribute to scrips, tapes as required. 

c) Maintain library of instructional tapes. 

d) Help maintain ABE instructional library. 

e) Be responsible for student library. 



part A. 



a) Conditions of employment - as specified in District 
Learning Laboratory Aide regulations. 



White Plains Adult Education Center 
Adult Bueio Education 
Hccb.ambeau Uoliool 
223 Fisher Avenue 
White Plains, ilou York 

Job Definition ;'/51 - Accelerated - reading Instruotor 



1* G ©normal cs^n^sid^jL 1 i t^ 

A. Under the supervision of the Learning Lab Supervisor, work 
direotly with students, teachers and aides in the Labored ory# 

2 • ^eci f io t> . ,cs p o ns i MJJl t i n s_ 

A. Become fa dliar with the content of instruotional materials and 
the use of : ia chines and equipment used in accelerated reading# 

Bo familiar with the manuals for eaoh of the instructional Media 
in use. 

B. Establish the program and sot the instruotional style for 
accelerated reading classes scheduled into the lab. 

C. Instruct the students in use of media and explain purpose of 
each machine to student. 

D* respond to questions from students concerning their adjustment 
to the materials and in oonsultation uith the Learning Lab- 
oratory supervisor, provide substitute materials appropriate to 
individual needs. 

E# Offer to the adult population information about the valuo of the 
accelerated reading program so as to induce then to utilize it to 
attain the goals they have set for themselves as sophisticated 
readers. 

P. 'Maintain detailed graphs e*nd records dealing vdth the accelerated 
readin. component • 

G. Assist in other vital areas of laboratory functioning when 
not 'scheduled with accelerated reading groups. 

U. Assist teachers and students with, the location of , aterials 
and equipment. 

3 • ^uallfice ; iio;is < 

A. B#A. or D.3. Degree or equivalent. 

3. Ability to bo flexible under a highly structured setting. 
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WHITE PLAI1E ADULT EDUCATION 0 J1TER 
Adult Basio Education 

Policy Otatement #lb - Non-English, Classes — Ootober, 1968 

In order to assist staff in the implementation of an optional learning 
experience for these olassis, a series of guidlineo are offered here. 

1. Eligibility - Students who have as an instructional need "English 
for Non-English Speaking Adults" and who lu.ve had less than an 
eighth grade education in their country of origin. 

2. Init i al Screening - All adults who are dontaoted who wish to be 
considered for placement in an A.B.E. Non-Englis olass must be 
referred to A.B.E. Guidance staff who will take briaf information 
and then utilize the Non-English, teacher who will tall; with the 
adult to determine his eligibility. If the student is eligible, 
he is returned to the Guidance staff for the regular intake pro- 
cedure. 

3. I nitial Testing - Because of obvious limitations in reading 
oapecity, the administration of a reading test is only to bo 
undertaken if some success is possible. It is recommended that 
only the v;ord meaning and the arithmetic computation sub-tests 
be used. 

4. In struc tion - The basic goals of instruction for these olusr.es are 
"to equip the students rath visual, verbal and auditory proficiency?' 
in English to a degree that they ocn be transferred to the regular 
A.B.E. developmental program. Thus the content of instruction 
must be almost totally aimed toward the rapid acquisition of the 
English language skills with stress plaoed upon spoken language 
proficiency. Instruction in sooial living skills and arit'xinetio 
are minor goals and should Gorve only to provide variety and 
opportunities. 

5. Ins tructional btyle - The use of foreign language capacities of 
the teacher Bhould in general bo limited to provide clarification 
of conoeots and establishment of dialogue. Thus the primary content 
of instruction should be offered in the English language. 

6. Media - Teaohors of these olass es are encouraged to use in xheir 
classrooms all relevant materials located in the learning laboratories 
on a loan basis. Speoifio media will be purchased for the olass 
upon the teaohere recommendation that it ie effective for the cl.-.eo. 

7. 100 Hour Test Cyoles — A class list will ba cii'culated to the Non- 
English teaohor in advance of the date of testing. The teacher is 
authorized to make suggested levels of testa to be used for each 
student. The tenoher will be determinator of i.iion and if 
paragraph meaning and or arithmetic reasoning will bo utilized for 
each student. Students who attend on day/week only would not be 
tested according to the day 100 hour testing schedule, but identified 
as limited attendees and scheduled to be tested in the laboratory 
when 100 hour test cyoleo are soheduled for evening olasses. 
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December 19^8 



A^hievenie nt Testing 

In vi eu of the need for frequent measurement of students on standardized 
achievement tests and duo 'to the anxiety concerning their performance, the 
following test procedures aro to be followed: 

I. Class Tes t Data S heet : This sheet is to be utilized by the tee.cner 
within days after the test oyole in counseling each student on 

his or her progress as measured by: 

a* Stanford Achievement Test Reading and Hath scores. 

b. Able AohievementSpelling Test (for day olasses only ^ 

c. Periodio Teacher Prepared Exams. 

d. Class Quizzes (optional for night olasses) 

The Data on this sheet is to be maintained by the teacher for each 
student* . It is expeoted that thie procedure will provide the student 
wif sovoral indices of his or her perf ormanco 5 guidance counseling 
on test scores in to be utilized only in extreme oti gob of dinatjof:.oti An. 

II A. The Stanford Ac hievement Test.:. This is a staJidcixiized examination 
and The only time it can be brought into contact with he 
during thTaotual testing session operated under absolute compli 

to the manual directions. npaeure 

b. Abl e Aohiewmen^ Sjp elU M Test: Because we are not required to measure 

our students on standardized spelling tests, we can ins 1 u 

of the spelling seotion of this test according to the manu.a , 

then, and return the test paper to the student for his or her - 

The appropriate test manual will be distributed to eac 1 eac hours 

will then administer this test several days prior to the 

0. ^Periodic Teacher. Prepared Ebcamsj_ The standardized test does not 
adequately measure all of the specific reading skills. Therefore, the 
student is entitled to an index of his or her aquisition of those 
skills taught in the classroom. The Able Test will be made 
to all teachers to provide assistance in the construction 0 
periodic examinations. Five olaso days prior to the 100 or 200 hour test 
cycle date, tho teachers are to administer thoir periodic exam in 
reading and arithmetic. The actual Able Test is not to be used direot 1 
for this porposo, however, test items may be created w.uch aie similar 

to those contained in it. , on 

d. Class Quizzes: A general summary of tho student s performs c 

L.^'el^Sn'ron.nts Mill enable hi,., to porcoivo tho relationship 

between attendance and achievement# 

ITT. Selection of Appropriate_Stanford Achieve»i)P|it TgPiL.. «<»'« vc £ y c J^ r . . 
patterns have emerged from tho experience that this program has had with 
achievement test results. With tho frequent testing schedule, much 
care must bo taken in the selection of the test level to prevent score 
fluctuation and student discouragement. The procedure used in selecting 
test levels, encompass eo the rango of test scores for each teat level 
and insures an expectance of success for eaoh student. This procedure, 
formerly used for reading scores, will now be applied in the selection 
of arithmetic lovols. Thus, in a 01,0 instances pupils will bo exposed 
to one level of reading and a different lovel for math. 



J 
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Polioy Statement #2 (2) Revised December 1968 

IV. Implements ion of 1 0 9 and 2 00 Hour Testi ng: A Class test Data Shoot 

containing provious reading and math scores, test level, and 
assigned testing centers will he circulated 0 days prior to the tost 
date. Teaohors aro encouraged to suggest (on a soparate sheet) changes 
in toot placement when, in tho opinion of tho teacher, such changes 
are warranted. 



V. Sohodulo for Stanford Achiovonont Tosting: * 




DAY 


FORM 


NIGHT 


fori: 


January 21 


XX 


January 14 


X 


1 larch 10 


Y 


March 4 


Y 


June 13 


X 


May 20 


W 


September 16 


Y 


Soptombor 19 


X 


* N.B. Night 


olasoes will be 


tested every 100 hom-o: 


day classes 


will 


bo tested orvmy 


200 houuo. 
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Policy Statement #2 
PROCEDURE USDS HI D?3TEHniIlATIClJ rp 
TEST LEVELS 



1. The average reading Bcore of the student's most reoant Stanford 
Achievement TeBt is considered. 

2, To insure a conservative test placement t five— tenths (0.5) 
gain is subtracted from the ravj reading average. 



The resultant score is then used in view of the following 
* range chart' to determine tho test levol to bo administration* 



TEST LEVEL 
Primary I 
Primary II 
I nte mediate I 
Intermediate II 



SCORE. RADGE 

1.5 - 2.4 

2.5 - 3.9 
4.0 - 5.4 

5.5 



EXAMPLE: 

Average reading score on previous SAT 2,5 

Subtract 0.5 .gain "2sJL. 

Resultant Score 2.0 

Test level administered Primary I 
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I 1 WHITE PLAINS ADULT EDUCATION CENTER 

ADULT BASIC EDUCATION 

Policy Statement #3 Custodial Services November 1968 

Rochambeau is probably one of the most .fully utilized educational facili~ 

| j ties in New York State. The buildin3 is staffed with a very able team of 

l ; custodial employees under the direct supervision of Mr. John Dondero, Head 

Custodian. It is the goal and tho responsibility of the administrative staff 
• to provide all staff with the needed custodial service as expeditiously as 

i possible. The following guidelines are to be followed by all staff: 

I j 1. All requests for custodial service are t» be routed as follows: 

j 

a. Teachers - for items within their classroom - Mrs. Serrao 
j j b. Laboratory Staff - for items within the laboratory - Mrs. RiuHniw 

c. Clerical Staff - for items within their area of responsibility 

|; Mrs. Mines. 

d. Specific requests for use of facilities i.e., gym, library, etc.- 

I Mr. Lethbridge 

) 

1 " 2. All requests are to be explicit as to the kind and scope of service 

desired, with particular attention to location, time, date and quantity. 

I. 3. Under no circumstances are staff to request services directly fiom 

individual custodians. In addition, staff are explicitly directed to 
|j refrain from reminding custodial staff of services awaiting completion, 

I ! or in discussing in any manner the quality or timeliness of a 

custodial service rendered. 

I 4- In the event that any staff member needs to communicate their app-- 

' raisal of a specific custodial service which has been performed, they 

are to do so directly with Mr. Lethbridge. 

I 5. These guidelines should enable our custodial staff to perform their 

normal work load of maintaining a very heavily used building, and as 
j time permits, supply staff with the services which they request. 

I 

I 

O 

[ ERJC 
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Policy Statement >f4 

Tos All ABE Clerical Staff 

Prom: E. Lothbridge 

All Civil Service employees aro required by tho local district to operate 
within a previously established schedule of hours witn dofinito starting 
times and dofinito onding times. 

It is obligatory on tho part of all Civil Sorvioo Clorical employees to 
utilize tho oards and tho hours that aro punohed on them, to ropresont 
rogular, accurato compliance with eaoh person's schedule. Each employee 
must manage her workljig hours in suoh a mannor that she punohes in and out 
within fiftocn minutes of her starting and ending time. 

This is required so that the Accounting Department of Education xlouso will not 
bo paying additional overtime which raises two probloms for tho Administrative 
Staff, 1) Utilization of monies in budgets, 2) importing of a working pattern 
difference, with hours in oxcogb of tho previously established work sohcdulo 
for each employee. 

Employees aro urged to pay oloso attention to this in order thar clerical 
employees of the Adult Education Center project the imago of a staff that 
is complying with a olearly dofined working schedule. 

Attached is a staff rostor with their schedule. In ordor to clearly portray 
to Education House any irregularities in a givon working schodulo, tho 
following procedures are offored os a guide: 

1) An instance whoro an employee works less hours in a givon wcok than 
she is regularly scheduled, tho reason must be oloarly written on tho 
time card. Advance authorization must bo obtained from Elliot 
Lethbridge for any hours in excess of her regular schodulo. 

2) The samo procedure would bo used for an employee's 

A. Vacation 

B. Illness 

C. Personal Business 

In instonocs whoro Civil Service employees have a question which requires 
classification of items outlined in this memo, Ploasu contact Rose Grosskopf. 
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jWage 

Delores Mines 

Joan Baulieu 

Helen Zacconi 
Louise Coble 
Delores Mosley 
Dorothy Kelly 
Nora Zilembo 
Josephine Traber 
Grace Solano 
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Policy Statement #4 

WHITE PLAINS ADULT EDUCATION CENTER 
Adult Basic Education 



Number of Hours 
. Per Week 
41 


Hour 8 

9:00 - 4:30 daily 
6:00 - 9-00 2 nites 


19 h 


9:00 - 1:00 2 days 
9 00 - 12:45 3 days 


25 


9:30 - 3:00 


35 


9:00 - 4:30 


35 


9:00 - 4:30 


35 


9:00 - 4:30 


35 


9:00 - 4:30 


27* 


9:00 - 3:00 


20 


11:00 - 2:30 
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POLICY STATEMENT #5 



There are many aspeots of the environment at our school which have 
been carefully oaloulatcd to adjust to the unique needs and capacities of 
adults. The informal atmosphere of few bells, few rules and a Generally 
permissive philosophy do in faot contribute to the ease with which our 
adult students render a new and difficult educational setting. There are 
two areas which must be controlled if they are to continue to exist as 
privileges. 

I. SMOKING - The praotice of smoking; in the halls and the oofeteria is to 
remain in foroe as it does not represent a litter problem beoause 
adequate aBh trays are available in both plaoes. Smoking in olaesrooms 
will be allowed under only the following circumstances. 

A. Smoking in the olaesroom is permissible only at the regular break 
period and at the lunch peridd. 

B. That the smoking members of the olass undertake to supply iheir own 
ash trays for their individual use, and that they further exeroise 
pressure on their fallow smokers to empty and store their ash trays 
at the end of each olass session* 

C. In instances where this privilege is abused by aa individual olasB, 
and the results of smoking beoomes a litter problem, the privilege 
will be revoked for that particular class* 

II* IATING IN THE CLASSROOM - In general, students are expected to eat their 
lunch in the cafeteria* The practice of eating in classrooms must bo 
restricted because of the fact that fdod crumbs on the floor are ground 
into the floor finish and the obvious fact that vermin are drawn to food 

Per students who find the trip from their classroom to the cafeteria 
a difficult one, we will set aside one room on the first floor *- 225 -and 
one room on the third floor -323“ in which eating will be permitted only 
if the following rules are regularly and scrupulously obsorved* 

A. All utensils be cleaned daily and stored daily. 

B* All supplies of instant coffee are stored daily 

C. All paper bags, cups and wrappings be discarded in the plastic 
lined reoeptaole provided* 

D. No hot meals of any kind are brought into the room* 

E. The oof fee unking facilities are shared with students from other 
A.B.E. olass es on the same floor if thoy provide their own supplies 
And ol>coa*vo •ih*> mlo/i listed Jioi'O* 
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POLICY STATEMENT 16 



LAB STAFF. SUPERVISORS AND CLERICAL STAFF -WORKING COHDITIC ’) c 

I have long been impressed by the dedication and enthusican with which 
A.B.E. staff have pursued their duties, In every sense I am proud of your 
individual and collective contributions in tact, sensitivity, onthusxasm and 
plain hard work which have, in major part, made our program such an outstanding 
one. This has always been a busy place to work, and historical)' ■ ^re 
has rarely been time to eat lunch in a proper manner. The time / ie for 
us to exercise the required self-discipline which will enable each of «o to 
eat a regular meal in the cafeteria. Therefore, effective immediately will 
you please list with Mrs. Mines the time when you plan to eat lunch in 
the cafeteria. I believe a schedule can be created which will allow the 
various vital responsibilities to be covered and still permit each of us to 
relax Just a bit while we eat. We might even find time to talk of "cabbage 
and kings And other things” while we take 30 minutes away from our desks. 

Elliot Lethbridge 



O 
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■T m •• TOLS?::0 E USAGE 

. I * 4 «'* -» • I • • • t » » I I 



Good pablic relations is vital to our Burviv. l in Adult Education, Tho 
iiiogo that wo projeot as an cducaii- ae.1 unit directly proportunnto to tho 
contr.ot that pooplo liavo with us. This contact fells into two categories, too 
in-person reception t.'r.t visitors and potontial students oxporivneo when they 
phono. The iuportanoo of tho ro. otion of t.’io makers of the hundreds of phono 
cnllB to Vnic Centor should be continually kopt in tiind, us it is en intogrul 
part of our public relations. 



Souo guidolinos aro offored for Adult Education staff who ut»o tho phono 
jocularly in tho hopo that a hiji quality "Phono Ii.wgc" Ci.n bo projected by all. 

i . yon ik.3 j jc ii\o ayoanto cai.ls . 



A. ?3o oortaiu t.V.t whon you initiate an outgoing oill f.u.t you press an 
unlightod button o.i your phono, t!:o limited ones me already in use. 

3. In tho event that vov.r phono conversation is interrupted by soucono 
"not" following (a) abovo, str.to that tho lino is already in uso - in 
tho hope tiu t t’no porsen who has iuUrruptod will obtain an unused 
line. 

C. If. on informed of oa inco tv. oall, as r pi'oeoution against picking up 
tho wrong cvtcnsiai, do not bo&iw talking i ..oOiatuly. Pauao for a 
briof ».vv.ont uoking euro t’.u-.t so.cono olso is not speaking. Then 
begin your conversation. 



II PC 7 31 U 3 Cl’ T 11 L T,,.cai 



A. llo coitain that you. know the intorcc.i. :m iber you cn'j going to dial is 
tho corroot ono for tho person you w. hi to reach in tho building. 

3. Press the (?.<1ICH) button down, it is t o last ono on tho right on your 
phono. 



C. Do certain that whon you dial, you allot/ tho platio dialing l'ing to 
votum to its Origin* 1 position before y« a dial the second intercou 
lumber* 



( 
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pen T IS CLiSilCAL STAMP !IX i K. tf.33 P. 1(1123 a: T E SC UUULE 



A, Answor oil oc.ils inonptly. 

D« In r.sking a cullor to uo.it, soy, "Hill you ylouso hold tho lino, 

u'.ilo I got V.io ivfor.juiion," or "Will you ylcrso I? old tho lino, 

I will ring ^ ^ .’a lino," Wait for tho c: Her 1 b reply 

When . on return to the lino, t f»*l: tho oullor for \n iting. If it 
will tt JvO ti.:o to get tho infoirw tion, offer to ot.ll b;ok. 

C, If r. on 11 has boon tr.nsforrod to cj\' nci-ibcr of ntc.ff , .ad if tho 

intcrco.. is being used, i«.’ iag it iu oseiblo for yov to transfer 
tho oull, bo euro to infer, i tho oilier, t ;,t tho H\o if. busy 
end would thoy liko to (c.) hold tho lino, (b) leave n uceongo, 

or (o) c .ll bno :, Should t o culler : ieh to hold t o line, get 
br.oh to hi.) r.t nor.r iutuw.-.ls to r , ivj hiu tho ccanr.vioo that lio 
lire not boon forgotten, end also to givo hin tho option to cull 
Iv.ok, 

D. A3<S calls should bo 8croonc4 by tho oloricr.. 1 . A!E2 stuff, ‘. any 

tines, the. oe.llor is interested in mother progrr/t r.t hoohe. ibceu. 
In this cuso you explain that hr, of I empower or urs.^^ 

of Adult Jllr.Oition \?i 11 bo c.blo to help the*.* , then transfer tho 
cr.ll. 



H. Tio soreoning of culls for the A3U eu. oivisory staff con relievo 
tho.! of rontino cruostions, thus oncbling then to be able to 
utilieo their tifjo aoro efficiently, Suoh colls os i welfare 
i.Kn^iiicn os to attend, a oc rad / or enroll, , xavt j o,<. (ink touts to be 
urdo by oheokiiig Otc.ff appoint. ont Or.Xuik.;.re or books. If ctr.ff 
hue «\ visitor or student in his/her offioo toko tho nosscgo froa 
th.o culler or os!; thesj to or. 11 in . short tine. 
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policy state b:t jp. 



ATTKn>A.:CE CA, 1)3 

Attondanoo cards cvro tho documents used to oei.ipilQ tho ro&istors 
for our program. Thcroforo, it is cxtremoly important that accurate 
attendance records Do kept* As tc< c' oro in this program tho responsi- 
bility rests with you. 

Each toaoher receives two envelopes: Ono for cards of present 

students end ono for absent students. Tho Guidance Assistant uses 
tho c.bscnco ourds as the source of her tclophone contacts and the 
nood for recruiter homo visits. 

Larkin g At tondpnce Cards _ 




cut f . LAfUitVU 



Sr l represents 
I This represents being present 



j* 2 1 and I 5 I Those represent tho total 

ifrt.U- /sf P/5 A 



atteiwli\noo for t. o 



Use , ft ^cnoi.l uha.n rh in, v cu nl s 

All day t , rollers plus* Wednesday tjid Thursday night teachers arc 
responsible fer totaling the attendance fir ell students in their 
olrssoB. 



Attendance enVolopce for day Studonts should be in the offioc by 
noon- for night students by oi30 /p.n. Should a student cut r after tho 
tnvclog-es have boon turned into tho office, pltvsc > »’ card 

when signing out for tho day. 
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POLICY STATES D3 IT //? 



TEACHER ASSISTANTS AND TEACHER AIDES 



I . Rationale 

Host public school programs today have introduced the practice of 
utilizing teacher assistants and. 'or aides. Tho goals have been to provide 
additional staff which could perforn routine duties which do not require 
the highly specialized training of the professional teachor. The supple- 
mentary staff can then free the teacher to devote more tine to the planning 
and impl orient at ion of instruction. A decision to add teacher assistant, 
and 'or teacher aides to any educational program requires consideration of 
the salary end training expenses for the additional staff. This additional 
cost to any program can only be Justified if there ensues a direct, measur- 
able and continuing positive inpact upon the quality of instruction. 

The School District of tho City of White Plains has adopted a policy 
which authorizes the use of teacher assistants, and teacher aides. In the 
day school program, teacher assistants Are utilized in a variety of ways 
to perforn tasks which do not require the specialized expertise of the 
trained teacher. Teacher aides a?e utilized to perform clerical and record- 
keeping functions which do not require the Judgement or training of a 
teacher. 

In the Adult Education Program, terdier assistants have been produc- 
tively utilized as guidance assist Ants and as Learning Laboratory assistants. 
Teacher aides have been valuable in perfoming the roles of Learning 
Laboratory adies. 

II . p^r/p.ma|»ce of. Job Hole 

Teacher assistants and teacher aides are an intergral part of the 
educational staff. In the performance of their roles, they are regularly 
in contact with the student population and they are frequently under the 
supervision of several members of the professional staff. The nature of 
their Job-role requires that they have considerable sophistication in inter- 
personal relationship skills. In the selection of employee* for these 
positions, every effort is made to select individuls who pore , than nej.t 
the niniuvn qualifications. When teacher assistants and teacher aides 
are hired in a specific Job category, all supervisors are charged with 
the responsibility of continuously screening their performance. Ihls 
practice ensures that they perform strictly within their authority and 
responsibilities es outlined in the individual Job-definitions. In 
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Policy Statement ;'/9 



cyder to maintain a harmonious working relationsliip between professsionai 
staff and teacher assistants, and teacher aides, it is essential that 
both clearly understand their respective roles, obligations, and responsi- 
bilities. As a basis for guiding the performance of these positions 
and their relationship to that of the professional teacher, the following 
chart is provided: 



A. **ualifications 



D. 




1. A minimum of a Baccalaureate degree, preferably 
in the field of education. Graduate courses 

or degree if possible. 

2. Demonstrated competence in the area of 
teaching. 

3. Sufficient teaching or related experience 
in order to assume all professional 
responsibilities . 

A. The capacity to effectively communicate with 
a disadvantaged adult population. 

5. A high school diploma and a minimum of one 
year of college. The rate/hour will be 
adjusted upward based upon additional years 
of college not to exceed A. 

6. The demonstrated ability to effectively 
perform initructional tasks, under 
continuous professional supervision. 

Responsibilities 

1. Continuous professional growth via 
university courses, workship conferences, 

ADS teacher training and other study and 
reading. 

2. Evaluate the daily needs and performance 
of students. 

j. Participate in discussions with other 
professionals on the plans for meeting 
the needs of students. 

A. Contribute toward the creation of curricula 
guides. 

5. Evaluate instructional Media. 

6. Create the long range plans for classes of 
students . 



X 

X 




X 




l x 


X 




X 




X 


X 


» 


X 


< 

1 


X 


1 

1 


X 




X 
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7. Maintain a daily lesson plan indie at ins 
the work of each student, 

3. Evaluate and record the achievement of students. 

9. Provide shifts Jm instructional content in order 
to make provision for individual. 

10. Manage and control the classroom. 

11. Introduce and sun up daily lessons. 

12. Contribute toward staff planning and changes 
in total instructional program. 

)3* Provide training and regular supervision of 
student tor.chers, volunteer aides, and 
teacher assistants. 

14 • Undertake responsibility for the instruction 
of a cluster or group of students for a 
portion of a lesson, under the direct end 
continuous supervision of a professional 
teacher. 

15. Operate e :\achine which is providing Instruction 
for a specific purpose and tine. 

16. Gathers the media for instruction. 

17. levieu with individual students their daily 
pro 0 ress . 

10. Share with the teacher her opinion of students 
specific instructional noed and performance. 

19. Record student data under instructions of 
professional. 

20. Assists \dth the correction of standardized 
tests. 

21. Maintain the instructional materials in their 

proper loeation(s). 

22. i maintains the instructional seating arrangement 
for individual students, cluster or groups. 

23. Assists with maintenance of learning laboratory 
files for professional and studmt use. 
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III . Working Conditions 

Teacher Assistant and Teacher Aides 

A. State Civil Service Commission regulations have established that 
teacher assistants and teacher aides as being in the Non-Competitive 
Civil Service classification. They are not required to take civil 
service examinations, 

D, Local District Administrative policy makes mandatory the following 
regulations: 

1. All personnel in this category shall uso tine- clocks. 

2. Based on the fact that this category of employees is 
hired on an hourly basis, they will be paid only for 
actual hours worked. There is no payment for holidays, 
vacation tine, or short sessions. 

3. There Is no provision for sick or personal leave with pay. 

C, Current rate of pay has a $3.00 per hour base, with adjustnents 
for additional training. 
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L014.CT.STA115MT iikr- ATiMl^PA5CiPy^.n: 



I . Hat ion ale 

During the four year 3 of operation of this program, there have been 
very few incidents of student behavior which have required administrative 
action. The quality of instruction and tho management skills of tho 
staff aro tho major factors in maintaining tliis low frequency. 



Tho goals of this program are to provido a learning environment 
which is totally conducive to enabling adults to invest in themselves 
through learning and/or Job training, Instructional staff have tho 
greatest degree of daily contact with students and therefore should bo 
awcu'o of the procedures to bo followed in the vory infrequent incidents 
when student's behavior is disruptive. 



II . Disruptive Behavior 

A, A vital part of the learning experience for disadvantaged adult 3 in 
an adult education setting can bo the gradual acquisition of 
sophistication in interpersonal-relationship skills. The teacher has 
t>. direct impact on this shift in behavior on tho part of the student 
as the degree of trust is built between the student and the teacher. 

U. In instances where a student behaves in a manner which nag&tively 
effects the individuals in the cl&sss, the teacher should undertake 
to utilise the wide variety of techniques within her repertoire which 
will enable the student to see the value of modifying his behavior. 

In instances where this technique is not fruitful and the student's 
misbehavior is frequent, the following procedures are to be followed: 

1. Teacher record on a confidential basis a brief description of 
the incident noting date, time, and place. If these instances 
continue and if in the judgement of the teacher, additional 
resources should be brought to bear on the problem, immediate 
referral should be made to tho guidance staff. 

2. Counseling service provided by A3S guidance staff should under- 
take the gather the relevant facts from teacher and student. 
Individual counseling with the student vill be undertaken to 
determine the scope and intensity of the student's behavior. 

Bveiy effort will be made by the guidance counselor to act in 
support, of tho teacher's goal to reduco or eliminate the negative 
behavior. 
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C. In the event that counseling either with ABE guidance and/or other 
agnecy counseling staff if ttey are involved in the student's 
educational or training project is not successful; the case is to 
be referred to the director of the program for a case conference. 

D. A case conference will review all the facts and arrive at a 
disposition of the case. The range of the dispositions could bo: 

1. Change of student's class - if practical 

2. A modified student schedule 

3. A temporary suspension* 

4. Exclusion from the progrws* 



III. Conclusion 

All instructional staff are encouraged to utilize the procedures 
outlined in t’.iis policy statement. In the interests of maintaining 
an instructional program of maximum intensity, no student shall remain 
in class when his behavior precludes instruction. 



* A complete review of the case by the Director of Adult Education and the 
Office of the Superintendent of Schools would be required prior to this 
action. 



POLICY STATOiBiT //I2 ; PE»XSTHATIO[J. PPOCEDUiSS. _ . 



Adult Basic Education policy has always been one of open enrollment 
for all adults in need of upgrading their basic skills in education. 
Consequently, there has always been a flow of students who are auditing 
either a class or the lab, part or full time, ar their needs require, 
some of whoa are not officially registered. 

Students are referred to us by any number of services other than 
outside agencies, i. e., Manpower Development Training, Adult Education 
Office, friends, etc. Students often infiltrate a class or the lab 
without complete intake procedures. This is essential for the purpose 
of documenting information or locating a student in case of an emergency. 

It is therefore imperative that each new student be referred to the 
Guidance Department of Adult Basic Education and the followliig records 
be completed: 



1 ■ S ATI Card 

2. Uegistration Caid 

3. lest Becord Card 
Z* . Attendance Card 



Policy. _St atcfient JlJt. .Demor' s.t rat ion I^boratpiy 



I. Rat ionale ; The past three years experience in Adult Basic Education make 

possible the following observations about the learning laboratory: 

A. A wide variety of high interest, adult oi'iented, sequentially organized 
programmed, self-directed and machine oreiented instructional systems 
hes been assembled. 

B. Ample portions of the media have been purchased, uialyscd, and instructi 
ally tested in the laboratory. 

C. A basic pattern of instruction with selected media for under -educated 
adults have proved effective and appealing. Thi3 pattern has been 
tested for three years and has subsequently been modified based on 
actual student use so that it now constitutes a high intensity 
developmental reading program. 



II. He suits : 

A. Illiterate adult students enrolled in Adult Basic Education classes 

have clearly demonstrated that they; 

1. Universally react favorably to the plan of receiving one hour of 
lab instruction and three hours of class instruction. 

2. Attendance is statistically higher, reading gain is higher, student 
interest is greater, drop-out o are r>ore inclined tc return, new 
enrol lees are dramatically impressed with the aura of the lab when 
they first see it. 

B. Teacher's reaction to the schedule yhich enables her class to attend 

a laboratory one hour daily has been positive, as it has provided: 

1. An opportunity to examine in depth a wide variety of nediA which 

is appropriate to the instructional grade level range of her class. 

2. Enables then to observe on a first hand basis how the laboratory 
specialist analyses the instructional needs of a class and separates 
the class into clusters. 

3. remitted her to becone quite fmiliar with the specific teaching 
style unique unto a specific kind of media. 

A. Consult with Laboratory Specialist concerning specific selection of 
nodia to moot individual student instructional needs. 
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III. Re-enforcement in the Demonstration Laboratory. In order to provide 

additional instruction in reading (word meaning and paragraph reading), 
the Demonstration Laboratory will be used to re-enforce the high intensity 
instruction offered each student', one hour per day in the learning laborator 
The following structured plan is offered: 

A. liaterials to lie Used- This media is to be selected for its appropriates 
for each class level. (Phased-out of the Learning Laboratory) 

1. 3. ft. A. Heading Laboratory Kits 

2. S. n. A. Heading for Understanding Kits 

3. KcGraw Hill Programed Heading 

4. Barnell Loft Series 

5. California Test Bureau Programmed Heading Seri3s 

6. Teacher directed activities of the Educational Developmental 
Laboratories. 

a. Tach X Pre ~ Post Lessons 

b. Go Books 

7. Michigan Language Series 

B. Materials Used, ip. the. Classroom 



1. Hew Practice Headers 

2. De A Better Reader 

4. Readers Digest 

5. Reading for Meaning 

6. Step Up Your Reading Power 

7. Increase Your Vocabulary 



0 . Fora of Teacher Training in the Demons t rat ion laboratory 
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1. llhile the teacher 1 3 class is under instructiin in the learning 
laboratory, the Instructional Supervisor will work with each 
teacher. The teacher training vail begin with the 3asic and 
Primary Teachers. 

a. Teacher and Instructional Supervisor will work (one-on-one) 
with each of the materials the teacher is expected to use 
effectively. 

b. Instructional Supervisor will demonstrate for the teacher the 
use of the naterial(s) with the teacher's students. 
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c. Classroom teacher will demonstrate to the Instructional 

Supervisor how well she has mastered the skills with her class 
while in the laboratory. 

2. Instructional Supervisor will demonstrate how the students 

0 (in any given class) can be clustered for instruction in 

a. Programmed \ 

t 

b. Self-directed 

c. Traditional materials 

so that the clusters can bo maintained while classroom instruction 
takes place. 

3. Instructional Supervisor will demonstrate how the 

a. Curriculum Guide (grid) is to be U3ed 

b. • Federal Guide in Heading 

c. Educational Developmental Laboratories Ilanual and other 
manuals which apply to each set of instructional materials 

d. Teacher's Guide 

4. Insti’uctional Supervisor will demonstrate how she expects each 
classroom teacher to maintain the following: 

a. Attendance Cards - all information necessary to have on 
attendance cards 

b. Student Action Folders 

c. Intake Summary Form 

d. Inventory of Classroom Instructional Materials 

e. Student'. Evaluation Progress Charts 

f. Procedures for correlating a student's progress in the class- 
room and tho learning lab. 
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1). Scheduling of Classes into the Demonstration Lab - Possible Plans 
1. Analysis of regular school day 

a. 9:30 - 2:00 kh hour day, l< hour for lunch 15 minutes for break 

b. 1 hour in learning laboratory 

c. 1 hour each day to be devoted to Social Living Skills or 

mathematical skills. ' 

d. 45 mimtes demonstration lab 

e. 1 hour in classroom 

f. English as a Second Language classes will use Demonstration 
Laboratory on Friedays. 

2. Demonstration Laboratory Teacher Training Schedule 
Primary I 

Level Teacher 
lirs. Jefferson 

9:30 - 10:30 class is in Learning Laboratory 

9:30 - 10:30 Mrs. Jefferson working with Mrs. Serrao in Demonstration 
Laboratory 

12:30 - 1:15 Mrs. Jefferson's class goes to Demonstration Laboratory 

10:30 - 11:30 Basic Teacher's class in Lab 
10:30 - 11:30 Basic Teacher 1 work with Mrs. Serrao 
1:15 - 2:00 Basic Teacher's clans comes t.o Demonstration Laboratory 
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TO: Ur. S. Goplerud 

FROM: Elliot Lethbridge 

RE : Full-time Student Program at the Adult Education Center f o r 

Residen t Aliens 

An alien who is residing in this country who wishes to neet the 
eligibility requirements of the Immigration authorities and obtain a 
student visa must: 

I. 1. Requireme nts 

a. Be assured of support while resident in USA (Form 120 $25.00 

fee). 

b. Not be employed. 

c. Complete form 1-506 and receive the approval of this form 

by the Immigration authorities and signed by the Superintendent 
of Schools, 

d. Be continuously in attendance at a "full-time 1 ' school which 
constitutes twenty-hours of instruction in class. 

e. Application for change of status from visitor to student 
(Fora - 120 

2 . Eligibility ,for Sch ool 

a. An alien who has had less than an eight grade educa.tion 
in his country of origin, can be enrolled in the Adult 
Basic Educa.tion Program which meets regularly for 20 
hours each week. 

b. An alien who hns had less than an eighth grade education 
in his country of origin, can be enrolled in a specially 
scheduled program at the Adult Education Center. 

II . -^Special. Schedule 



Day 


Learning Laboratory 


lion, Wed 


9 = 30 - 


10:30 


2 hrs. 


Day 


Day Americanization 


lion, lied 


10:30 - 


2:00 


6 " 


Day 


Thursday Class 


Thurs. 


9:00 - 


.2:00 


A " 


Evening 


Americanization I. 


Hon, Red 


7:00 - 


9:00 


A “ 


Evening 


Americanization I. 


Tues, Th, 


7:00 - 


9:00 


A h 



Total 20 hrs . 



Policy. jStatenentJ^, .-High .School Equivalency Pfflran i.GED). 

Rationale - The close working relationship between the A. B. 3. staff and 
UINt'earns have made a High School Equivalency Preparation Class (GED) 
available for all clients referred by the Director of the WIN Program, 

Mr. Henry Hell. The A. B. E. staff constitutes resources to provide 
services in support of ultimately enabling as many ’JIH-GED trainees to 
earn a High School Equivalency Diploma in as short a period as possible. 

The_ GED Sx^iunat ion 

A. Eligibility; 

1. Hew York State residency is required. 

2. Every applicant must be 21 years of age or older on the 
date of examination, with the following exceptions: 

An applicant who is between IS and 21 is also 
eligible to take the examination and to receive a 
diploma if: 

his last attendance as a regularly enrolled student 
in a full-time school program of instruction was at 
least 1 year before the date of his examination. 

His application must be accompanied by a Certificate 
of Withdrawal (Form D15T 603A). 
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B . Application 

Application procedure. Each applicant is required to fill out 
each item of information requested on the application fora and 
submit the application and the fee in person to the principal 
(or the counselor) of the nearest high school. At that time, 
the applicant must sign the application in the presence of the 
principal (or counselor). 

The principal (or counselor), after he has inspected the informa- 
tion entered on the application fora and has checked, in 
particular, the personal identification and signature of the 
applicsnt, will certify the application by signing his name in 
the place provided. The principal will then send the application 
end the fee to the center at which the applicant wishes to be 
tested. Do not send applications or fees to the State Education 
Department . 

Fee. A fee of $6,00 is required in the form of a bank check or 
money order, made payable to the State Education Department, 
Albany, New York 12224. The fee must be attached and forwarded 
with the application to the testing center, not the Education 
Depaxlmaent. Cash must not be submitted, since the Department vdll 
not be responsible for any loss. 
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C . The. . ExaMnat ion - Content 

The 5 GED tests are administered in 10 hours', usually over a 
two-day testing period. Two hours are permitted for each of the 
5 tests. The date of the first day of the testing period is 
listed in the testing schedule. It should be noted that, although 
most examinees will have enough time to fin sh each test, the 
amount of time allowed is strictly limited. 

The 5 tests of the battery cover 5 subject areas usually found 
in the high school curriculum-. 

1. The test measuring ability to use correct punctuation, 
spelling, grammar, and vocabulary. 

2. The test in social studies measuring ability to read and 
interpret correctly passages in history, economics, and 
world events. 

3. The natural science test measuring ability to interpret 
passages dealing with the different aspocts of scientific 
principles encountered in everyday life. 

4. The English literature test measuring abiliti to 
interpret passages of prose and prose and poetry. 

5. The test in general mathematics measuring ability to use 
the fundamentals of arithmetic, such as are taught in a 
high school general mathematics class - also including 
questions dealing with elementary algebra, geometry, 
and modern mathematics. 

D . The Ih^ninat ion. Passi ng Standa rds 

The maximum standard scores attainable on G5D are approximately 
75 on each individual test and a total of about 375 on all 5 
te3t iii the battery. . On some parts of some forms of the 
exai.iination as few as 20 percent correct, responses are equivalent 
to a score of 35. In general, if the students answer between 
40 and 50 percent of the questions on each of the tests correctly, 
they will pass any of the current forms of the GGDT. 

The minimum standard scores required in New York State on the 
GEDT for issuance of a Hew York State High School Equivalency 
Diploma are a score of 35 on each of the 5 tests, and a total 
of 225 on all 5 tests in the battery. 

E. UBJ Referrals for GED Class 

In the interests of providing for each client the best educational 
placement, the staff at Rochambeau are prepared to offer: 

1. Comprehensive testing of any candidate in order to insure 
placement in an instructional class which is carefully 
designed to provide success in academic areas and rapid 
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growth ensuing from learning, 

2. Upon contact with and approval of the WEI counselor, 
the staff can provide test data on an immediate basis 
for any client for whom placement is being considered, 

3. The following criterion based upon several years of 
experience seems to set standards which will insure 
reasonable opportunity to benefit from a specific class 
placement . 

a) Hi imun Criterion for placement in a High 
School Equivalency class - 

- 85 

-• Standford Achievement Intermediate II 7.5 
average reading and average math scores, 
with no more than 1 year difference in the 
sub-test scores. 

i. e.: Reading (Word Meaning h Paragraph Meaning) 

Math (Arithmetic Computation & Arithmetic 
Application) 

- New York State Reading Competency Exam 65m 

Local District Arithmetic Exam 65m 

**b) Minimum criterion for approval of High School 
Equivalency examination application 

- Stanford Achievement Test - advanced form - 
Language arts and average reading and average 
math scores of 0.5 with no more than 6 months 
difference in sub-test scores. 

F. Retesting 

State regulations specify that an applicant may retake the GED Tests 
at any time after the first testing. A period of 12 months must 
elapse between all testings after the second testing. This require- 
ment may be waived upon written application to the Department, for 
reasons satisfactory to the Commissioner of Education. The 
procedure for applying for retesting is the same as for the 
original testing, and a fee of $6.00 is required. It is expected, 
though it is not mandatory, that an applicant for retesting 
should have furthered his educational development through additional 
study before retaking the tests. A different form of the tests is 
used each time an applicant is tested. 

*A11 enrolled GED students who have compiled 75 hours of instruction 
will be tested every 8 week/block of time as of November 24, 1969. 

•**-3ome criterion can be waived upon the recoi maendation of the 
teacher and the approval of the director. 
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Revised 3' '70 

POLICY STAmOT #17. - TE8TDIG FOR m GRADE DIPL0! : iAS 

I, Rationale - Students \fh o enroll in the A.3.K. program have as an immediate 
goal the acquisition of an 8th grade diploma as soon as it is possible to 
attain one. The services provided by this program should indicate the 
opportunity to take the exam as early as possible. 

Effective immediately the follcv/ing procedure shall be implemented^ 

1. All test manuals and keys shall be permanently deposited with 
llrs. Zacconi. 

2. The criterion for being allowed to take the 8th grade test shall be 

a) Stanford Achievement Intermediate II - roading and arithmetic 
average scores of 7*5 

b) A minimum of 7*0 on paragraph meaning and 7.0 in arithmetic 

c) Teacher's judgement as to student's general functioning' level 

d) Guidance interview with student to review the opportunity. 

3. llrs. Zacconi shall, on the same day which any student's test is 
scored which meets the criteria in 2 a R b above, notify in 
writing, Mrs. Wolfe. 

4* Mrs. Wolfe shall designate a counselor to meet the next day that 
the student i.3 present, to prepare her for exam readiness and 
arrange a scheduled test for that day. 

5. Mrs. Zacconi will administer the reading test first, score it 
and inform guidance ox the results. 

II. Additional procedures vhich apply to GED candidates who could be A.3.E. 
candidates for 3th grade and Will designated GED applicant. 

1. If the candidate becomes a graduate of Oth grade, and sets a 
goal of enrollment in GED 

a) Administer remainder of the Intermediate II 3attery, score and 
give to GSD teacher 

b) Within 10 days administer the advanced math** (arithmetic 
applications and arithmetic computations), paragraph meaning 
and language and record 

c) Note all GED testing will only be on the paragraph meaning, 
language, the two math sub tests from then on. The advanced 
SAT will be used 

d) After application for GED exam is submitted, administer 
remaining battery of Advanced test last taken (sam booklet) and 
give results to teacher. 

O x This score is to be used as initial score for all GED students. 
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policy snmtniT # 19 . - DniqisT^Tioti mboiiatory 



Rationale - Jith the wide variety of instructional media currently used in the 
Learning Laboratories, the growing expertise in the use of the media is located 
in the Learning Laboratories. As specialized techniques are envolved and field 
tested in the Learning Laboratory for specific media, there exists a clear need 
for a system to provide for the transfer of these skills to the classroom 
teacher. The high intensity instruction in the Learning Laboratory will be 
enhanced when supportive and reenforcement learning experiences are offered to 
the sane students in the classroom. 

Goal - To provide specific training in the art of utilization of a given media 
on an intensive basis. 

Proceduro ~ ■ The Supervisor of Instruction has the responsibility for the 

integrity of instruction in the classroom, and has the required intimate know- 
ledge of the media due to her involvement with the Learning Laboratory Supevisor. 

All training for a specific teacher shall take place in the Demonstration 

Laboratory under the Supervisor of Instruction. A choice is made of a. media which 
is relevant to the classroom teacher's grade level range. The teacher* s class is 
scheduled into the Learning Laboratory while the teacher is involved in the 
initial Demonstration Laboratory experiences. 

IAJ PJVyTQRY S^UE1C33 

1. Analysis of class achievement test scores and Teacher 

attendance patterns - establish clusters of instruction . , Supervisor of 

Instruction 

2. Intensive study of content of media and manual Supervisor of 

Instruction 7 

Teacher 

3. Preparation of the instructional plan Supervisor of 

Instruction 

4. Execution of plan ~ teacher observes Supervisor of 

Instruction 

5. Review of the plan and its execution Teacher /Supervisor 

of Instr. 

6. Teacher prepares instructional plan Teacher /Supervisor 

of Instr. 

7. Teacher executes instructional plan ... 

Supervisor of Instruction observes Teacher /class 

2. Review of plan and its execution Teacher/Supervisor 

of Instr. 

9. Teacher executes plan. Supervisor 

of Instruction audits Teacher class 



(Continuation) 
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10. Teacher takes plan and media to classroom 
for regular use 

11. Execution of plan with media is observed 

periodically Supervisor of 

Instruction. 



WHITE PLAINS ADULT EDUCATION CENTER 

ADULT BASIC EDUCATION Revised Nov. 1970 



POLICY STATEMENT #20 - ACHIEVEMENT TESTING DAT ES 
Stanford Achievement Advanced Stanford Achievement Int. II Stanford Achievement Int. 
_ II- 



WIN- ABE 
WIN-GED 


Form 


All Other 
Day Classes 


Form 


ABF. Night Classes 


Form 


August 25, 1970 


Y 


September 22. 1970 


W 


December 2. 1970 


Y 


October 27 1970 


W 


December 8. 1970 


X 


March 2 1971 


W 


December 16 1970 


X 


February 23. 1 97 1 


Y 


May U, 1971 


X 


February 23, 1971 


Y 


May 19. 197’ 


W 


* 

i 




April 28. 1971 


W 


August 5 1971 


Summer 
X Attendees 


July 7 1971 


X 


June 23 1971 


X 


July 7, 1971 


Summer 
W Attendees 


August 18 1971 


Y 


August 25, 1971 


Y 


August 18, 1971 


Summer 
X Attendee! 


September 7 1971 


W 


October 21 1971 


W, 


September 14 1971 


X 


' i * * ■ t * 





NOTB: This test schedule Is to be followed carefully. Intensive make-up efforts 

are to be made the following two days. 
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Policy Statement #21 - Class Test Record Preparation 



Rationale: Staff involved must make every effort to produce a complete 

CTR Package in the next 2 week period following a project 
ending. The following check list is furnished to provide 
a working schedule. 

Project Description Project Ending Date . — , 



Part I - Predevelopment 




Tentiv9 Actual 

Task deadline date deadline. ilatg 


Performed 
i gy Iptial 


1 


RonnrH IniMAl test scores 


10 days 


H. Zacconi 


2 


P re oare CTR Check list & master Regis 10 days 




3 


Summarise 100 hr. attend, on att« card 9 davfl 


b. Gruber 


4 


Record droonod * late entrv. etc. 


6 dava 


B. Gruber 


5 


Record test scores on Attendance card 


End of bude. 




Part II - Register preparation — 


6 


Record 6th grade test scores on 
attendance card 


+1 


H. Zacconi 


7 


Record completers on attendance card 


+3 


B. Gruber 


8 


Sunmarise 200 hr. attendance 
on attendance card 


+A 


B. Gruber 


9 


ftevievr student Quotas 


+5 . 


E. Leth 


10 


Inscribe students into regis.frora 







envelope 46 Clerical 



Part III - Class Test Record Prept 



11 


Assignment of attendance cards to CTR 


47 


E. Leth _ 


1? 


List students on CTR 


48 


__ _J_,. Baulieu 


JL? 


Inscribe attendance, test date 


410 


J . Baulieu 


U 


Inscribe left. etc. complete form 


+10 


. _J. Baulieu. 


*5 


Prepare ADC student list 


410 . 


J. Baulieu 




Prepare Prelect Summary Sheet 


410 . _ 


■J. Baulieu 


“17 


Complete test sain in Rdg and Math 


411 . 


J. Baulieu . 


18 


Review CTR Package with E. Lethbridge 


411 


J. Baulieu 


19 


TVdo CTR Packaee 


413 


J. Baulieu 


go 


Prepare ARP Sunmarv Sheets . . _ . 


412.. _ . 


_ . J.. Baulieu. 




Assemble and MaII CTR Packages 


H3 _ 


J. RfWlieu 


-22- 


Store register and attendance card. . . 


.+11™ ... 


.... J. Baulieu 




12 * 



POLICY STATMENT #2 - REQUEST FOR CLERICAL SERVICES 



RATIONALE: Our clerical staff, under the direction of the Office Manager 

constitutes the most vital section of the ABE Program. They manage to 
complete all the varied tasks requested of them as promptly and efficiently 
as possible. In order that some systematic approach to the requests for 
clerical services be initiated, the following procedures will be initiated 
immediately and followed regularly. 

I. Sequence of Servic es 

#A. Ongoing operation of ABE office Priority 1 

B. Unanticipated services Assistant Director " 2 

##C. Supervisors advance requests for services " 3 

D. Staff with special needs or responsibilities 11 4 

*#*E. Supervisors requests for immediate services " 5 

without advance notice. 

*#*F. Staff requests for immediate services without " 6 

advance notice. 

II. Staff and suporvioora aro Co fiv/imt Choi* .-oopooCivo 

Job assignments and with great care establish anticipated clerical 
service. Such service should be briefly described in writing with 
its date and an estimate of its volume. Route these requests to 
the Office Manager. 

ITT. All clerical service neode ore reviewed by the Office Manager and 

the Assistant Director on a daily basis. The clerical work for the 
day is established after a review of requests and priorities are 
assigned. 

^Routine tasks of reproduction and replication, etc. 

**3oe item II. Aa much advance notice as possible is essential for 
effectibe planning. A calendar covering the periods of January 
through June and July through December should be inspected when staff 
are preparing advance request for service. 

***Tho items will receive a low priority and will require an in-person 
Juofclfte.'Hon to tJ*o Aenlatant. Director to receive a better priority. 




load? are assigned to student populations to meet unique needs of the specialized goals 
funding regulations of the specific budgets* 
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ACfilEVEEIlT JTESTDJG FOR *i5SL Sm>L;JTS 



RATIONALE: In order to provide a basis for determining academic 

growth, the following criteria will be used for 
selecting E. S. L. candidates for standardized testing: 



1. All K. S. L. students will be periodically tested 
in Math Computational Skills. 

2. Students, whom the teacher seems to be at a high 
communicative level, ^are to be tested in reading 
on a Primary I test in both Jord Meaning and 
Paragraph Meaning. These students shall also be 
given the math sections as administered to traditional 
ADTl classes. 



^English as a Second Language. 

student who is close to tho point of transfer into traditional 
ARE class vA month Leeway), bsned on toacher's judgement. 



.P0LC.(Tf jny.T3.n.'f # PR <TO¥.-3? j ,. 



Students 'Tested I 

- 4 -w - ...» 

.Tests scored end r;conled ; 
;oa lists s' owing : 

'sub test scores as v;ell j 

i I 

ins average scores. 

\ K * . : 



Administration As so' odulotl for 100 hr. and 
200 hr. dates. 

Zacconi 

Ucoros rocordod on atloud.-nco 
card’s and other data record 
s;. stens. 



'JCll“sinclehts scores’ ’i A. JJorrao 
reviewed to establish 
■ listing students who ; 

.could bo promoted based * 
on new scores# j 

. vf- of Otli grade graduates j 
! u of tmnsf -.rs to H.D.T. 
i it of transfers to 1J.A.13. ( 

‘ funds to establish non 

lllO'.ie fiOOtil. 



)A final selection of tho j J.J. Veaoher 
j Btndo:v» quota fro.; tho i 

i listing of students j 

j ocoitial pro ;otocs. j 

■ *~^c{iO‘ior ..iay rccoi iiiiend a 

toot far a oti'.d'nt with j 
| less than .V) .’ir# in 100 In’S, j 
| or indie.’ te no test. 



Decision to hro.ioto Guide -ice 

j is roviowcxl wiv student.) 



The quota of studunt pro. lotions 
is established for each H.il. 
in order to Maintain optiuun 
class sizo according to in- 
struct icuaL level of J.I. J. 



Tctohor'e o. inion of dc..v~ 
onst rated uctide. do growth and 
rcidinoss for the next instil 
notional lovol, uo. dined with 
tho recent tost scores 
deter dues whic' students on 
the listing of potential 
prc.otees shall fill tho !’• .. 
promotion quota >• This list 
is finalized, 

Av c opt., hoc of the pro ..oticn is 
obtained f\i.» each student to 
bo arc. .ot od. 



Student and class ai-o | 
j S ’, raised of new IT.Ji. ! 
tnuhou . 

J . • 

1*TTGU ot;. dents are 
| introduced to now ! 

1 teac. or and Hail# 



feed 'Or t.nd 
C'tidi noo 



Guidance .nd 
Vo. ohor 



A.rro. riato re. lotfrs about 
studonto it, r-.-iug t o goals 
t'oy striv, for cm bo <v.do 

All records arc adjusted based 
on tho ot'dant transfers. 



JOT!*,! 



fitudant transfers fox’ ;ni. .otiun o. a o i litiutod by air; A.B.T3* Stuff 
at any ti..io. 
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IW. 3??l . 

x, , m\IC-:AI^ ~ The Aid pro^ru.. c.t t3 is Adult Mm o tion Center provides a 

v'o'iVty of oduo.tii.ial cervices to trainees. Sc. orinnoo hr.o demon trc.ted 
that adults who initially oxrolv in one part of the p.ogru..'. oito.i undergo 
shifts in eolf'-oerocption erd sr.bscrnont .<<dificativ.no of the short**, 
tori goals they /oof!osou*i u.on enrollment, V iis ,'Toocbs oj. t on results 
in guidance c e. o rt cd- -t mi nee o i.iade judgononts to transfer fro.i ono 
prog run to another* In all instances f this t runs! ur hex been •■i£- | .-.o 
possible by the co. .bin£.ti'>n of self* *ro vo .1 at ion end solid educational 
Lain. 

II, '.ISSD - It is essential for the -locu lent . tit n of trainee pi-ogress that 
the program operate an efficient systo •. oi' iOourdj.nL jrxn success point 
of each trainee. 



HI. CjrVBfJA - Effective 
av'aVlabl'o "con. lot or" 



in edit.ioly all guidance staff are to utilize the 
curds in an., of t.'ioso incLnces. 



1. 

2. 

3. 

4. 

5. 

7. 

sJ$ 



y 

10 . 

11 . 



Co.jylotion of the 4 wools WCW courses. 

Enrolluont of any UCH1 trc.ineo into any prograi i at liochanbeau 
Any trainee receiving a hooding score if 6.0 or noio «* 6tn grade, 
oortifioate. 

Any trainee receiving an Oth grrdo diploua. 

Any trainee enrolling in a i/ LAO pro, loot . 

A^iy trainee who enrolls in a CCS) ol&sr.. 

Any trainee who t- I:os 021) exa.i| or if. io j- n>o uc or fails it. 

Any trainoo who is liiown to i »ivo o.i' oiled in <. tini.ni.n,, project 
outside of .'iochahboau. 

Any trainoo who is ’..noun to c.vo entered part or lull tine job. 
A:\y trainee oirollcd i.i 13/?. 

Any trainoo puv. . nc-atl; d**V.-od frc. . i. »;/ <>■» above „ .' giv. o» 



IV. P..aClS)U.JB 

• » * « • * • « 



1, V o Ouidanoo Counselor is to Oi>. ■ .’.cto t o *'»:»• Icter 0.1x1" ana 
8 tuple it to t o attend pee u id < . plaoo in t. o avto'.>.ancc 

O.VOlOpO. 

P, Lt.'.ff who r> r.osD ClrR» -Post .coords ar.» to note each trainee who 
has ft c*i. Voter o. rd» .id then t'rti.cf- tho co \ lot or card 
tad r<>nto to clerical. 

3, Clerical is to file cu..; lot m- o id in pox*-. .-ic.it file. 
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POLICY STATE? ffillT §%_ 



HffWYABIIITY ORIMTATIOIL CLASSES (WO II) 

Subject: Rules of operation of WOW classes 



internal Use 

In the hew 1970-71 school year to open and operate MOV/ classes, 
we should respect tho following rules: 

1. The number of student should be 11 in each section to start. 

2. We will open new section, A .11. end P.U. each Monday according 
to the above mentioned number of the newly enrolled students. 

3. Me will not open a second Monday section, unless there are at 
least 6 additional new students (over the 11 in the first section). 
In case the number of students are insufficient to open a second 
section; we will place then in the first section. 

A. If the total number is students for tne initial Monday section 
is less than 6, we will open that Monday section. 

5. There will be no need for the overlap of students from one to 
another section. Tho students should complete the section in 
which they started. 

6. Tho transfer of students from one teacher to the other in A. 11. 
or P.U. classes with the seme starting date will be possible 
only in the first 3 days before our Cii-4021 report to Albany 
is i.-.eiled. 

7. If students for any reason must bo transferred from a A. 11. or 
P.ll section or vice-versa (in section with the same starting 
date) after the 3rd day of the section openings, the original 
attendance card transferred to the now teacher should not be 
chcn^e<\, corrected but left with the eaio original data, The 
counselor who nxado tho transfer should replace the original card 
with a new one writing with red pencil tho name of the previous 
tor.cher, the student's name, the WO./ mark, the starting date of 
the section and under the name of previous teaher tho name of 
tho new teacher at: 

0. Coxuiseling by UDI team, an interrupted MO W student can bo placed 
back in the 1/0/ program to complete any specific week (no. 1-2-3-A) 

9. If a. student interrupted a section but returned again for some 
following section, wo should consider this student as a newly 
enrolled xdth new attendance card 

10, All the teachers are requested to fill out correctli the set 
index cards, narking regularly the daili attendance to put on 
the cards all the necessary narks (MMMZOf, AK-Tii) tho welfare 
abbreviations A TV, UR and keep all the cards in their envelopes. 

Thank you for your kind copper at ion, 

Sincerely, 

Francis Simon fay 



EMPLOYAB ILITY OiHEHTAT IOMCCLASSSS .(W®) 



POLICY STATBffiOT 22k 



In tho new 1970-71 school year to open and operate VJ0W classes, 
we should respect the following rules: 

1. The number of students should be 11 in each section to start. 

2. We will open new sections, A.M. and P .11. each Monday according 
to the above mentioned number of the newly enrolled students. 

3. Me will not open a second Monday section, unless there are at 
least 6 additional new students (over the 11 in the first section). 
In case the number of students are insufficient to open a second 
section, we will place then in tho first section. 

4* If the total number of students for the initial Monday section 
is loss than 6, we will open that Monday section. 

5. There will be no need for the overlap of students from one to 
another section. The students should complete the section in 
which they started. 

6. Counseling by 'fill team, an interrupted WCM student can be placed 
bade in the WCf.I program to complete any specific week (no.1-2-3-4) 

Thank you for your kind r.ooj>eration. 



Sincerely, 



Francis Sinonfay 



WHITE PLAINS ADULT EDUCATION CENTER 
ADULT BASIC EDUCATION 

POLICY STATEMENT #35 - PAYROLL PROCEDURE 



RATIONALE - There has existed for many years an administrative effort to 
aooomplish the prompt and aoourate payment of all Btaff. The nature of 
the funding of this program is : completed? and thus striot procedures must 
be utilised in order to assign staff to the various seotions of some 20 
budgets in a year's time* The growth of the program to its present size, 
and the resultant inorease in the number of staff employed has necessitated 
the oreation of these prooedures* All staff are urged to familiarize them- 
selves with these prooedureB| and to follow them* 

STEP 1 •• Professional Staff are assigned speoifio working sohedules t 
whioh are | on oooasion modified by vorbal authorisation of Supervisors* The 
sign-in sheets in the ABE Office should always refleot the aotual daily 
working hours of each employee* These sign-in sheei s aro valid records 
of staff-time worked* It is imperative that staff sign in and out accord- 
ing to the ourrent work sohodule assigned by tho Supervisor* 

STEP II - Professional Staff should oomploto a timo-ehoot for eaoh 
payroll period showing the hours worked dor caoh day of tho two wook pay 
period* These time-ehoots aro to bo given to tho appropriate Supervisor 
prior to tho doadlino dato listod on tho sohedulo* Timo-shoots roooivod 
aftor this doadlino will result in a two-woek delay in receipt of salary 
for that poriod* 

STEP III - Eaoh Supervisor shall reviow tho tlmo-eheot in order to oheok 
it with both tho verbal authorised sohedulo and tho sign-in sheet of oaoh 
staff k labor* Tho supervisor will authoriso paid holidays » siok loavo days 
and poreonal loavo days* Eaoh supervisor will maintain a oumulativo record 
of suoh days used for oaoh of tho staff undor hor supervision* Supervisors 
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will show initialod approval of eaoh timo-shoot for oaoh employee* 

STEP IV «* Supervisors aro responsible for transmitting tho total time- 
shoots to tho soorotary of tho ABE oonduotor by tho doto due* 

STEP V *• On tho day that pay ohooks aro rcooivod) thoy will bo reviewed 
by Mr. Boimo for accuraoy and promptly dolivored to tho appropriate 
supervisors for thoir distribution to thoir staff* 

STEP VI — All phonod or in-porson questions concerning pay checks shall 
bo handlod by Mr* John Boimo of tho ABE aooounting sootion* 



SUPERVISORS 

E* Landsman 
H* Oiuliono 



A* Sorrao 



J* Boimo 



I)* Minos 




* i * * 

Boy and Evening Ouldanoo Professionals 

Bay and Evoning Laboratory Professionals 
Boy and Evoning Looming Laboratory 
Tooohor Assistants 
Laboratory Task Porno 

Bay Toaohore 
Evoning Toaohore 
Instructional Task Pores 

Pisoal Controller 
Aooounts Clork 
Administrative Assistant 

All Olorlool Bnployooa 
Bay and Evening 
All Penitentiary Staff 

Rooruitors 

}3-j 



Adopted 2/9/70 
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WHITE PLAINS PUBLIC SCHOOLS 

HEALTH POLICY OF THE WHITE PLAINS BOARD OF EDUCATION 

Including Policy on the Use and Possession of Drugs and Narcotics. 

Preserving the safety and protecting the health and general welfare of’ 
individual students and of the student body on school property and/or at and 
during school sponsored activities are the legal and moral responsibilities 
of the Board of Education. 

A. Therefore, this Board of Education authorizes and instructs the 
Superintendent of Schools and his designees to: 

1. Establish administrative procedures for identifying 
individuals whose health appears to be a typical or to 
pose the possibility of contagion, infection or other 
adverse effect upon any member of the student body; 

2. Establish procedures for removing such individuals from 
contact with other students until a professional medical 
opinion as to the state of their health can be obtained } and 

3. For cases where professional medical opion indicates that 
absence from school and school activities is advisable, 
establish applicable regulations and procedures governing 
the condition and the duration of the required absence. 

The terms, "a typical" health and "other adverse effect upon any 

member of the student body" shall be construed to include any student 

whose appears to be using or to be under the effect or influence of 

any hallucinogen, deliriant, amphetamine, barbiturate, narcotic drug 

marijuana or any other substance which it is illegal under the laws 

of the State of New York to sell and/or possess and/or consume. 

B. It is expressly prohibited by this Board of Education that any 
person or persons carry, be in possession of, use, purvoy or 
place anywhere, on Board -owned premised and/or at anu dtiring school 
sponsored activities any dangeroui drugs or implements associated 
with their use, as defined in the New York State Penal Law. 
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This Board of Education empowers and instructs the Superintendent of 
Schools and his designees to establish administrative procedures for 
immediately removing students found in violation of this Board 
regulation from the company of other students, through temporary 
detention in the health office, principal's office or other place, 
or through temporary dismissal from school. 

The Board of Education further empowers and instructs the Superintendent 
of Schools and his designees to establish administrative procedures 
which would, at the discretion of the Superintendent or his designees, 
provide also for the suspension of such students under Section 3214, 
Subd. 6, of the State Education Law which authorizes board of 
education to invoke suspension upon a minor: “1) who is insubordinate 
or disorderly, or whose conduct otherwise endangers the safety, 
morals, health or welfare of others; 2) whose physical or mental 
condition endangers the health, safety or morals of himself or of 
other minors; ..." ■ 

Students in violation of tills section of this policy shall have 
noted upon their permanent records the oause and duration of any 
suspension resulting from the violation. 
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WHITE PLAINS PUBLIC SCHOOLS 
ADI IIH ISTRA TIVE REGULATIONS 



Implementing the Health Policy of the Board of Education as it applies to 

the Use and Possession of Drugs and Uarcotics. 

In carrying out Sections A and D of the Health Policy adopted by the 

White Plains Board of Education on February 9* 1970, the following procedures 

will bo used: 

CATEGORY I 

THE STUDENT SEEKING ASSISTANCE ON 1113 OWN INITIATIVE 

l a When a student has contacted a person in whom he confides, the confidant 
should counsol the student to confer with school personnel (physician, 
guidance counselor, social worker, psychologist), ar. appropriate alternative 
referral agent in the community (private physician, personnel of the Cage 
Teen Center or similar community resources), and/or his parents. 

In the event that the student decides not to confer with anyone else and 
does not want to inform his parents, the confidant should continue to counsel 
the student to get him to seek professioaal assistance and to confide in his 
parents. Also, the student must be made aware of the problems involved, 
under both Board of Education policy and the lav;, in the use, possession or 
sale of drugs. 

2. In the event of a student conference with personnel of one of the above- 
mentioned resources, the resource person should counsel the student to 

''inform his parents or guardian of the situation while in the presence of a 
counselor. 

If the student refuses to consent to personally inform his parents or to 
have them informed, the person counseling the student shoudl continue to 
exert efforts to have the student decide to inform his parents or guardian 
of the situation, 

3. In the event of a conference with the student and his parents or guardian 
it should be suggested that the parents or guardian take steps to have the 
student participate in counseling sessions with private professional 
personnel (physician, social worker, psychologist), or an appropriate 
resource in the community (Cage Teen Center or similar community resources), 
and to have a physical examination to determine his health status. 

In the event that the parents refuse or delay decision abort the recommended 
counseling session and/or physical examination, the person conferring with 
the parents or guardian should continue to counsel them to seek professional 
assistance. 

4. Periodic reports should be submitted to appropriate school personnel during 
the time the student is participating in counseling sessions with any 
non-school agency. Reports concerning significant progress and/or 
deterioration should be sent directly to appropriate school personnel. 



CATEGORY II 



*= 2 = 



THE STUDENT IN APPARENT CONTROL OF HIS ACTIONS 

1. If a student is suspected of drug use and/or possession, the principal 
or his representative will be notified immediately. 

2. The principal of the school, or his representative, after observing the 
student, will determine whether or not he wishes to confer with the 
student. If he does, he will request the student toremain with him for 
a conference. 

3. After the principal, or his representative, has observed and/or conferred 
with the student, he will use his discretion in taking further action. 

Such action might include: requesting the student to go to the school 
physician and/or nurse for a health examination, summoning the school 
nurse and/or physician, requesting a conference with the parents or 
quardian, or referring the student to appropriate community and/or 
school personnel for further consideration and consultation. 

If community resources other than school resources are involved, the 
parents or guardian should be notified as soon as possible. 

4. In the event the physician suspects drug usage, the principal or his 
representative, will contact the parents of the student to arrange for a 
conference. (This conference should be arranged immediately if possible . ) 
The student will be detained in an in-school suspension site until after 
the parent conference or the close of the school day. 

Among the alternatives which may be used by the principal or his representa- 
, tive are the following: 

a. Suggest to the parents that an appointment be made with a 
member of the school staff to secure appropriate assistance 
for the student. This school person would be responsible 
for working with the case and for keeping the principa.. or 
his representative informed. 

b. Continue the investigation of the case with appropriate 
follow-up procedures. 

c. If other alternatives fail, suspend the student, and notify the 
parents in writing that tho suspension will continue until 

the case has been referred to the Superintendent of Schools 
for review. As a part of the Superintendent's review, a 
study of the student's record will be made and school per- 
sonnel — teachers, physicians, social workers, psychologists, 
counselors — who have known the student will be contacted 
for information and suggestions regarding possible sources 
of help for the student. These might includeprivate care, 
referral to Cage Teen Center Program or similar community 

resources. . ... . 

If a Superintendent's hearing is held, the parents and student will be 
oxpocted to be present. At this time, recommendations will be made to the 
parents regarding help available to the student. These may include home 
instruction or assignment to cn educational program away from the school 
in which he is enrolled. At the time of the Superintendent's review, the 
person in the school system who is to be responsible for following the 
case will be designated; this person will keep the principal and the 
Di roc t, ox* of IVroonnel Sorvioos informed regarding the statU8 of the case. 
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CATEGOR Y TTI 

THE STUDENT DISPLAYING SYMPTOMS TO A DEGREE NECESSITATING REFERRAL TO A 

SCHOOL NURSE AT THE REQUEST OF EITHER SCHOOL PERSONNEL OR THE STUDENT. 

1. First aid will be administered by the school nurse. The school physician 
will be notified and the student detained until the school physician can 
make an examination of the student. 

2. If the observation of the school physician indicates suspicion of drug use 
the principal will be notified. 

3. The principal, or his designated representative, will contact the parents 
of the student and request that they come to school immediately for a 
conference. 

4. Parents will be informed that the student is to be kept out of school nnt-U 
the circumstances surrounding the incident can be further investigated. 
Parents should be encouraged to seek medical a»vni nation of the student by 
their physician. 

5. If a diagnosis of drug use in made, the parents are to be notified in 
writing that the student is suspended and that the case is being referred 
to the Superintendent of Schools for review. The student will be withdrawn 
from regular class attendance, and specific provision will be made for his 
instruction until after the Superintendent's review. 

6. As a part of the Superintendent's review, a study of the student's record 
will be made and school personnel — teachers, physicians, social workers, 
psychologists, counselors ~ who have known the student will be contacted 
for information and suggestions for possible sources of help for the 
student. (These might include private care, referral to Cage Teen Center 
Program or similar community resources . ) 

7* A Superintendent's hearing will be held at which time the parents and 

student will be expected to be present. At this time recommendations will 
be made to the parents in regard to where help may be obtained for the 
student and they will be informed as to what educational opportunities 
are to be made available to the student. These may include home instruction 
or assignment to an educational program away from the school in which he 
is enrolled. 

8. At the time of the Superintendent ' s review, the person in the school 

system who will be responsible for following the case will be designated. 
Following the Superintendent's hearing with the parents, this person will 
assume responsibility and will keep the principal and the Director of 
Pupil Personnel Services informed regarding the status of the case. 



CATEGORY IV 



THE STUDENT DISPLAYING SYMPTOMS TO A DEGREE NECESSITATING EMERGENCY TREAT- 
MENT: (i.e., UNOONSCIOUS OR NEAR UNCONSCIOUSNESS: IN NEED OF A PHYSICIAN'S 

ATTENTION AND TRANSFER TO A HOSPITAL.) 

1. First aid will be administered and an ambulance called when necessary by a 
school nurse of designated representative with immediate notification of a 
school physician and/or a hospital physician and the parent or guardian of 
the student . The ra *ent or guardian of the student will be informed and 
requested to come to the school or go to the hospital/ whichever is 
indicated. 

2. The school principal will be notified of the observations of the school 
and/or hospital physician. 

3. If there is suspicion of drug use, the school principal, or his peprooenta-- 
tive will contact the parent or guardian to arrange for a conference and 

to request that the student be kept out of school until the oircumstances 
surrounding the incident can be investigated. 

A. If a diagnosis of drug use is made, the principal will notify the parents 
in writing that the student is suspended and that the case is being 
referred to the Superintendent of Schools for review. The student will be 
withdrawn from regular classes, and special provision will be made for his 
instruction until after the Superintendent's review. 

5. As a part of the Superintendent's review a study of the student's record 
will be made, and school personnel — teachers, physicians, social workers, 
psychologists, counselors — who have known the student will be contacted 
for information and suggestions for possible sources of help for the 
student. (These might include private care, referral to, Cage Teen Center 
Program or similar community resources. 

6. A Superintendent's hearing will be held at which time the parents and 
student will be expected to be present. At this hearing, recommendations 
will be made to the pirents in regard to where help may be obtained for the 
student and they will be informed as to what educational opportunities are 
to be made available to the student. These may include home instruction 
or assignment to an educational program away from the school in which he 

is enrolled. 

7. At the time of the Superintendent's review, the person in the school 
system who is to be responsible for following the case will be designated. 
Following the Superintendent's hearing with the parents, this person will 
assume responsibility and will keep the principal and the Director of 
Pupil Personnel Services informed regarding the status of the case. 



WHITE PLAINS PUBLIC SCHOOLS 



ADMINISTRATIVE REGULATIONS 

Implementing the Health Policy of the White Plains Board of Education as it 
applies to communicable diseases. 

Education Law Article 906 states that a pupil showing signs of any contagious 
or infectious disease shall be excluded from school. It further states that 
the "medical inspector shall examine each pupil returning to school without 
a certificate from the health offices of the city ... or the family physician 
after absence on account of illness or from an unknown cause." 

The following procedures are to be followed in cases of contagion: 

Exclusion From School 

Following our usual procedures when children become ill in school, the 
parents are notified and requested to call for the child. Children should 
remain in the health room until they leave the school building. 

Motifioatic- of Contagious Disease 

In the elementary schools a form entitled 'Notification of Contagious 
Disease" is sent home whenever the school nurse is notified of a 
physician's diagnosis of a contagious disease within the classroom. 

Re-admission to School 

1. Re-admission to school following illness from a contagious disease is to 
be determined by the child's physical condition rather than a specific 
number of days following the onset of the illness. 

2. T .Jhen a school nurse is on duty she should see ths child before he returns 
to the classroom. When the nurse-teacher is not on duty the person 
designated to act in her place should see the child. If there is any 
question as to the child's condition the nurse-teacher should be 
consulted. Children returning to school after a contagious illness 
should not be sent home by a school secretary. 

3. When a child presents a note from the family doctor stating that he is 
ready to return to school he should be admitted unless the nurse-teacher 
feels that his condition is such that he may be a health hazard to other 
children. In this event she should notify the school doctor who will 
make the decision. 

4. When a parent calls to report that the physician has said that the child 
is ready to return to school, the nurse-teacher should try to determine 
whether the physician has seen the child or whether the parents have 
obtained the opinion by phone. If the nurse-teacher feels that the 
child should not be re-admitted and the parents question this 
recommendation, the elm 1 d should b» kept in the health room and the 
school doctor notified. 



WHITE PLAINS ADULT EDUCATION CENTER 
ADULT BASIC EDUCATION 



September 2, 1970 



POLICY STATEMENT # 39 

PROCEDURES FOR NEW AND TERMINATED EMPLOYEES 



RATIONALE - The large number of employees preaently on ataff combined with 
additional arrivals to facilitate a growing program, necessitate a 
centralized personnel procedure. 

Effective immediately, the following procedures are provided for staff 
to follow without exception. 

NEW EMPLOYEES 

I. 1. Immediately upon the decision to hire any new employee, the 

Supervisor shall Introduce the new employee to the Director of 
Adult Education and to the School Office Manager, Mrs. Ellen Ditoro. 

2. The new employee will complete the following forms? 

a. Registration Card - photocopy for ABE file 

b. Application - photocopy for ABE file 

c . W4 Form 

d. Adult Education Form 

3. The Adult Education Office Manager will prepare and transmit the 
Board appointment letter and the appropriate memo to Education 
House . 

TERMINATED EMPLOYEES 

II. 1. Written notification of termination be provided in advance by the 
ABE Supervisor to tho Adult Education School Office Manager. 

a. ABE Supervisors Assignment of Employees 

1. Mrs. Serrao - all teachers including Penitentiary 

2. Mrs. Giuliano - all Lab staff including Teacher Assistants 
3» Mrs. Mines - all clerical employees 
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